Al 15, Encl. 4

200 General Ofice Admnistration and Personnel Managenent PFiles
(NC1-330-77-4) . IThese files confarn the docunents necessary to
performthe adm nistrative functions of the osb.. They are
general ly associated with the "Director of Adm nistration and
Management, O f ice of the Secretary of Defense or the Director,
Washi ngt on Headquarters Services.

~ Transfer all permanent records of this series to the
Nat i onal Archives when 30 years old unless otherw se indicated or
needed for Agency purpose.

201 organization Planning Files. These files relate to the

e?]t_ abl i shment of organizations and their functional relation-
ships. °

'201-0 1 Oganization Planning Files. Docunents on the
establ i shment of and. changes in organizational f unct ions and
relationships of activities and agencies, when such action
af fects Departnent of Defense. Included are reports of worKking
“-groups, mnutes of commttee neetings and staff conferences;
docunents on overall functions and m ssions, copies of _
organi zations and functions plans, manuals and charts; copies of
publ i shed Direct ives inplenenting establishnent or change; and
related or simlar docunents.

DisEosition: Permanent. Cut off annually except that
pl ans, charts, and manuals or portions thereof "wil 1 not be cut

off until superseded or rescinded. Hold 2 years, retire to the
WNRC .

- 201-02 Organi zational Structure. Documents, charts,
publications, and backup on the OSD organizational structure.

. Disposition: Permanent. Retire to the WNRC 5 years after
bei ng ngerseded. Transfer to the National Archives when 25
years ol d.

201-03 Organi zation Activation and Status Change Fil es.
Docunents on constituting, reconstituting, organiz ing,
converting, consolidatinﬁ, assigning, locating, and affiliating
off ices or agencies of the OSD.

_ Disposition: Permanent. Cut off annually or on _
di scontinuance or related offices as applicable;” hold 1 year in
current files (CFA) , then retire to the wNrRc. Included are
requests for publications, inplementing instructions, copies of
affiliation agreenments, coordination actions, and simlar or
rel ated docunents.
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- 201-04 Managenent Practices. Papers, charts, diagrans,
policy on managenent practices; theory techniques, case studies,
and the |ike to develop and inprove managenent practices.

Disposition: Permanent. Cut off annually, hold 3 years in
CFA, and retire to the wWNRc.

201-05 Managenent Survey Case Files. Docunments on the
systematic formal review of organizational structure or
operational procedures and accunulated in the office conducting
the survey or the office sponsoring a contract for survey
services. Individual studies and surveys may range in scope from
conprehensive review of organization and all” operating procedures
to a study of one particular procedure, process, or nethod of a
particul ar phase of managenment. |Included are docunents
reflecting request or authorization to conduct the survey, the
finished survey report, and actions taken as a direct result of
t he survey.

Disposition: a. Conprehensive surveys. O fice conducting
the survey or office sponsoring the contract: Permanent. Retire
to the wNRc 3 years after supersession. b. (Qhers: Retire to
the wWNRC on conpletion of project. Destroy when 20 years ol d.

c. Of ice surveyed: Destroy on conpletion of next conparable
survey, of when no |onger redquired for reference.

_ 201- 06 Managenent survey Bach?rqund Fi | es. Docunment s used
in the collection of data for or during a managenment survey and
accunul ated in offices conducting or participation in the survey.
Included are notes, statistical data, copies of standing

operating procedures, organizational charts, functional charts,
personnel data, and simlar material collected for fact finding -
or backup purposes and docunents reflecting prelimnary
arrangenments i1ncidental to specific surveys.

Disposition: Destroy when no |onger required for reference.
201-07 Managenent |nprovenent Files. (NC1-330-86-3)

1.  Management Inprovenent Pro | ect Files. Docunents on
projects that result in initiation of changes in the manner or
met hod of planning, directing, controlling, or doing work that
results in increased ef festiveness, efficiency, and econony.

I ncl uded are studies, charts, coordination papers,
reconmmendations, statistical data, and conmparable or sinilar
docunents.

Disposition: Cut off on conpletion of project. Retire to
the WNRC. Destroy 4 years after cut off.

2. Internal Managenent Control Program  Docunents on the
adm nistration and control of the Internal Managenent Control
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( IMC) Program in the osD.

Disposition: a. Lists of assessable Units, managenent

eval uation plans. Destroy when superseded. b. Vulnerability
assessnments. Cutoff ( coFF) at end of Internal Managenent Control
(IMC) cycle (the current IMC cycle is 2 years) , destroy after 4
years. C. Internal control Teviews, sem-annual reports, annual
reports. COFF when final corrective action conpleted. DEST 4
years thereafter. d. Annual Statenments of Assurance submtted
to the President and the Congress by OC, DoD Managenent Systens
Director of Managenment |nprovenment (Ms-bpMI ) , including backup
materials. Hold until final corrective action taken; retire to
the WNRC, transfer to the National Archives 20 years thereafter.

201- 08 Managenent | nprovenent Project Background Files.
Docunents used as background material in developing gnd
con?letlng managenent inprovenent pro j ects. Included are
anal yses, notes, drafts, interimreports, and data used but not
included in the official project file.

- Disposition: Destroy 3 years after conpletion of related
project or on discontinuance, whichever is first.

201-09 Work Sinplification Proposal Files. Docunents on the
anal ysis of specific work procedures to sinplify and inprove
them Included are proposals for inprovenent, work distribut ion
charts, flow process charts, work counts, notion economy studies .
| ayout studies, actions taken on proposals, and similar
docunent s.

Disposition: Cut off when final action has been taken on
proposal. Retire to the wNrc. Destroy 25 years after cut off.

201-10 Commi ttee Management Files. Docunments used in
exercising control over the establishnment, use, and dissol ution
of commttees. Included are proposals, approvals, and
di sapproval s to establish, continue or dissolve committees;
charters, terms of reference, and agreenents; copies of
directives authorizing the establishnment of conmttees and .
comrents on them documents used to nomi nate . approve , appoint ,
and relieve menbers. Mnutes, final reports, and related papers.
Ofice of comittee management officer.

Disposition: Permanent. Cut off on disapproval or
di ssolution of the conmittee. Retire to the C.

201-11 Advisory Conmmittee Activity Reporting Files.

Docunments ref letting nane, date established or aPproved for
cent inuation, function, nanes and affiliations of nenbers, dates
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of meetings held, and simlar data on each advisory commttee.
I ncl uded are feeder reports, DoD-wi de consolidations or
summari es, and papers directly related to them

Disvosition: a. Ofice requiring the report: DoD wi de
sunmaries or consolidations: Pernmanent. Retire to the wWNRC when
5 years old. b. Feeder Reports: Destroy when 2 years ol d.

201-12 Federal and State Relations Files. Docunments on
Federal and State agreenents, |egal relationships, cooperation
enmergency support, and real estate.

Disposition: Permanent. Retire to the WNRC 5 years after
cancelled or superseded. Backup material nmay be destroyed when
cancel ed or superseded.

201-13 Emergency Planning Files.Documents that describe
evacuation, relocation, vital records pro?ran1 and continuity of
operation, personnel assignnents and related procedures (see

203-14). (Function transferred to QUSD (Policy.)

Disposition: Permanent. Retire to the WNRC 3 years after
cancel lation or on supersession.

201-14 Staffing surveys and Studi es Piles. Results,
reconmendations, charts, and papers on staffing surveys and
studies wthin the OSD. These generally result from new
functional requirenents requiring new staffing and include both
civilian and mlitary.

Disposition: Destroy in CFA when 5 years old .

201-15 Adm nistrative @uidance Instruction Files. Docunent s

on Al's, backup, previous issues, notes, and related papers.

Disposition: Retire to the WNRCc 5 years after superseded or
obsolete. Destroy when 20 years ol d.

201-16 Adm nistrative Services and Facilities Files.
Docunents on space, |ogistical services (tel ephone and suppli es)
| ayout, furnishings, building plans and servi ces.

Disposition: Destroy 5 years after no |onger current.

201-17 Organi zation Charter Files. Organi zational Charter
and Del egations of Authority. Docunents that authorize and
define the scope of authority, pplnarg functions, and _
organi zational relationships wthin the DoD offices or special
comm ttees.

Disposition: Permanent. Retire record copies to the wNre 1
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ear after no longer current. Destroy duplicate copies when no
onger needed.

201-18 Congressional Correspondence - See section 102-18 for
proper disposition.

201-19 Chronol ogical Reading Files - See section 102-16 for
proper disposition.

202 Office Personnel Files. The files described in this
subgroup are maintalned by operating officials and are used in
admnistering mlitary and civilian enployees of the

organi zati onal segnents that are under their control.

202=-01 General Personnel Admnistrative Files.

1. Files on the general admnistration and operation of
personnel functions and including college prograns, selective
pl acement prograns (handi capped, veterans, and ex-offenders)
EEO rams, special careers (Summer Aid, |ntergovernmental Affairs

| T'owship, ~and Stay-in-School), examinations pai d recruit nent
advertising, executi've devel opirent program nerit pronotion,

enpl oyee safety program and others not specifically described
el sewhere in this schedule, excluding those at agency staff
pl anning | evels.

Di sposition: Destroy when 3 years ol d.

2. Correspondence, reports, nmenmoranda, and other records on-
enpl oynent prograns and functions, and manpower management and
evaluation, including experts and consultants, overseas
empl oyment , reenpl oyment rights, enployee transfer and detail,
and excepted positions.

Disposition: Destroy when 5 years old.

202-02 O fice Personnel Register Files. cuments used in
accounting for office personnel and in controlling OP%ICE
visitors, such as registers reflecting personnel arrival,
departure, on |eave and tenporary duty travel, but not official
personnel registers used as direct source docunents for preparing
norning reports.

_Disposition: Destroy after 6 nonths. Earlier disposal is
aut hor 1 zed.

202- 03 Reserved.
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202-04 Strength Reports. Reports that provide information
ondsgggn éh3author|zat|ons and enpl oynent. See sections 202-23
an - 25. 3.

202-05 Position Cassification Files.

1. Position Classification Fil es.

a. Standards. O fice of Personnel Minagenent (opm)
standards determning title, series and grade based on duti es,
responsibilities, and qualifications requirenents.

Disposition: Destroy when superseded or obsolete (GRS 1,
ltem 7) (reference (p)).

b. Developnent. Menoranda, correspondence, and ot her
records on the devel opnent of standards forpcIaSS|fication of

positions peculiar to the agency and OPM approval of disapproval.

(1) Case File.

Disposition: Destroy 5 years after position is abolished or
description Is superseded.

(2) Review File.

Disposition: Destroy when 2 years old.

2. Position Descriptions (PDP' Fil es describing
established positions including information on title, series,

grade, duties and responsibilities.
a. Record copy.

Disposition: Destroy 2 years after position is abolished or
description superseded. -

b. Al other copies.

Disposition: Destroy when position is abolished or
description superseded.

3. Survey Files. Oassification Survey Reports. Survey
reports on various positions prepared by classification
speci alists, including periodic reports such as the Annual
Witten Amendnent and Annual Supergrade Position Reports.

a. Ofice of origin.
Disposition: Destroy when 3 years old or ?

regul ar 1 nspection, whichever is sooner (GRS 1,
(reference (p)).
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b. Inspection, Audit and Survey Files. Correspondence,
menoranda, reports and other records on inspections, surveys,
desk audits, and eval uations.

Di Ltion: Destroy when obsolete or superseded (GRS 1,
ltem 7(C)(2)) (reference (p)).

4, Appeals Files. Case files on classification appeals.

Disposition: Destroy 3 years after case is closed (See GRS
1, Item7(d)(l1)(2)) (reference (p)).

202-06 Pendi ng Request Files. SusPense copi es of standard
Form 52 (Request for Personnel Action) for various categories of
civilian personnel actions, such as accessions, position changes,
rate of pay changes, and separations.

Disposition: Destroy on receipt of notification of
conpl etion of requested personnel action.

202-07 O fice Personnel Information Files. Docunents on the
adm nistration of individual civilian enployees and mlitary
personnel that are duplicated in, or that are not appropriate for
Including in the official personnel folder (opF), the personnel
records jacket, the pp file, or the pending request file.

I ncl uded are notices that individuals have been cleared for
classified nmaterial, other documents on personnel security,
retained copies of reports and other papers on individual
injuries, letters of appreciation and commendation, records
reflecting training received by individuals, docunents reflecting
assigned responsibilities of individuals, copies of

performance appraisals, off-duty enploynent i|nformation and
conpar abl e papers.

‘Disposition: Review at end of year and destroy documents
that have been superseded or are no | onger applicable.

202-08 Recruitnent and Pl acement Files
_ 1. Docunents on enpl oyees considered for vacancies,
Interviews, qualification sunmaries, notices of eligibility, and
related material.

. Disposition: Destroy after 2 years old or after OPM
| nspection, whichever is first.

2. Correspondence offering appointnents to potential
enpl oyees.
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a. Accepted offers.

Disposition: Destroy imediately (GRS 1, |tem 4a)
(reference (p)).

b. Declined offers.

o (1) When nane is received fromcertificate of
el 1 gi bl es.

Disposition: Return to OPMwth reply and application.
(GRS 1, Itemd4(b)(l)) (reference (P)).

(2) Tenporary or excepted appoi ntnment.

-~ - =

Disposition: File inside application (GRS 1, Item4(b)(2))
(reference (p)).

(3) All others.
Disposition: Destroy imediately (GRS 1, Item 4(b)(3))

(reference (p)).

3. Recruitnent and Pl acenent Files (N1-330-87-1).
Applications for positions within Departnent of Defense Dependent
School s (DopDS). Al fornms and materials required for the U.S.
recrui tment program and for local-hire progranms, including
interview results, offer letters, acceptance letters, and
declination letters.

Disposition.: Selectees, transfer to Oficial Personnel
Fol der (oFPF); consideration declinations, destroy 2 nmonths after
annual cut off date (1 Decenber) ; all others, destroy 2 nonths
after annual cut off, unless applicant has indicated continued
Interest in the program (by the established deadline), in which
the case file is brought forward (may be returned to applicant if

requested by the deadline)

202-09 Standards of Conduct Files. Docunents on nrocedures
to ensure that all personnel fully under stand the  stanfards o¥
conduct and ethics. For exanple, procedures requiring that each
I ndi vidual periodically read appflqable directives and sign a
document I ndicating that the directives are understood.

~ Disposition: Ebstroy_after_the next. periodic application or
on inactivation of the office, whichever is first.

202-10 Nondi scl osure Agreenent and Security Awareness Files.

1. Copies of nondisclosure agreenents, such as SF 312,
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G assified Information Nondi scl osure Agreenent, signed by
civilian and mlitary personnel with access to information that
s classified under standards put forth by Executive Oders
governing security classification. These fornms should be
mai nt ai ned separately from personnel security clearance files but
may be filed in the individual's official mlitary personnel
folder (for uniformed mlitary Personnel ) or on the right side of
the off icial personnel folder (for civilian enployees)

~ Disposition: a. If nmaintained separately fromthe
I ndividual ' s off icial personnel folder, destroy when 50 years
old. b. If maintained in the individual's official personnel

fol der, apply the disposition for the off icial personnel fol der,
or destroy’ when 50 years old, whichever is later (GRS 18, Item
25) (reference (p) ) .

2. Security Awareness Files. Docunents on procedures used
to obtain conpliance wth security regulations by all personnel.
For exanple, procedures requiring that each individual
periodically read applicable security regulations and sign a
menor andum 1 ndi cating that the regul ations are understood.

- Disposition: Destroy after the next periodic application or
on inactivation of the office, whichever is first.

202-31 Temporary Duty Travel Files. Copies or requests and
authorizations tor mlitary personnel TDY travel and civil i an
personnel TDY and PCS travel,, simlar issuances, and rel ated
docunents on travel.

- Disvosition: Destroy after 3 years or on discontinuance,
whi chever 1s first.

| 202-12 Oficial Personnel Folders. Records filed on the
right side of the OPF (See GRS 1, Item 10, for disposal of papers
on the left or “tenporary'side of the OPF) (reference (p) ) .

1. Transferred enployees.

D sposition: See Page Federal Personnel Manual for
Suppl ement 293-31, Subchapter S4 for instructions on fol ders of
enpl oyees trans f erred to another agency (GRS 1, Item 1)
(reference (p) ) .

2. Separated enpl oyees.

Disposition: Transfer folder to: National Archives and

Records Adm nistration, National Personnel Records Center (NPRC) ,
112 Wnnebago Street, St. Louis, Mssouri, 63118, 30-120 days
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after separation. NPRC will destroy 65 years after separation
fromthe Federal service.

202-13 survey Files. Cassification Survey Reports. Survey
reports on various positions prepared by classification
specialists, including periodic reports such as Annual Witten
Amendnent Report and the Annual Supergrade Position Report.

Disposition: See 202-05. 3.

- 202-14 A?plication Files (SF 171). Unsuccessful
applications tor appointnment and related papers, excluding
records on aapointnpnts requiring Senatorial confirmation, and
applications filed in official personnel folders. File in
accordance wth inspection requirenents of the Federal Personnel

Manual. . - - .

_ Disposition: Destroy upon receipt of OPMreport of

| nspection or when 2 years old, whichever is earlier, providing
requi rements of Chapter 33, Section A-4 of the Federal Personnel
Manual are observed (GRS 1, Item 15) (reference (p)).

202-15 Correspondence Files

1. Correspondence in Personnel and Security (P&s) on its
adm ni stration and operation.

Disposition: Dispose of 3 years after file cutoff (GRS 1,
ltem 3) (reference (p))

2. Al copies of correspondence and forns naintained as
temporary records on the left side of the OPF in accordance with -
the Federal Personnel Mnual, Chapter 293, and Supplenent 293-31
(reference (s)).

_ Disposition: Destroy on transfer to another agency (except
In a transfer of functions) or separation of the enpl oyee.

3.  Correspondence and forms in P&S relating to individual
enpl oyees that are not authorized for maintenance in the OPF and
not covered el sewhere in this schedule.

_ a. Correspondence and fornms on pendi ng personnel
actions.

Disposition: Destroy when action is conpleted (GRS 1, Item
17(b) (1)) (reference (p)).

_ b. General correspondence and forns including retention
registers from which reduction-in-force actions have been taken.
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Disposition: Destroy 2 years after file is closed (Grs 1.
ltem 17(b) (1)) (reference-(p)).
' ak c. Retention registers from which no actions have been
aken.

(ref DLgpgg%L%fuu Destroy when superseded (GRS 1, Item 17(b) (2))
reference (p)).

. 202-16 Service Record Card Files. (Standard Form 7 or its
equi val ent)

1047 1. ~Cards for enployees separated on or before Dec. 31,

Disposition: Transfer to NPRC (cpr) St. Louis, M; destroy
60 years after earliest personnel action (GRS 1, Item 2(a))
(reference (p)).

2. Cards for enployees separated or transferred on or

after January 1, 1948, in accordance with Federal Personnel
Manual Suppl enent 293-31 (reference (S))

Di sposition: Destroy 3 years after égar of employee’s
separation or transfer to "another agency (GRS 1, Item 2(b))

(reference (p)).
202- 17 Reserved.

202-18 PDs and Rel ated Material Files. (GRS 1, ltem 7, Jun
88) (reference (p)).

1. Record copy of position descriptions that include

information on title, series, grade, duties, responsibilities,
and rel ated docunents.

Disposition: DestQ%¥ 2 years after position is abolished or
description superseded (GRS 1, |tem 7(b)) (reference (p)).

2. Survey Files.

Disposition: See 202-05.

3. Appeals files. Case files on classification appeals.

Disposition: Destroy 3 years after case is closed (GRS 1,
ltem 7(d)(l)) (reference (p)).
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202-19 Certificate of Eligibility Files.

1. Certificates of eligibles wwth related requests, forns,
correspondence, and statenment of reasons for passinP_oyer a
preference eligible and selecting a nonpreference eligible.

Disvosition: Destroy when 2 years old (GRS 1, Item 5)
(reference (p)).

2. Certificate of Eligibility Files (Nc1 330-87-1)
Case files on educators in the DobDs system incl uding
certificates of DobDs certification, college transcripts, other
supporting docunments. Al so included are correspondence and nenos
and other material on each teacher.

Disposition: Destroy 1 year. after educator no | onger
enpl oyed by the pobDs. Educators participating in the DoDDS

Adm nistrative Reenploynment Rights (arrR) program hold until
return to active enploynent, then consolidate wth active files
for that year.

202- 20 Suggestion and Superior Acconplishment Awards Fil es.

1. Enpl oyee suggestion case files including files on
managenment | nprovenent suggestions considered under various
| egi sl ation.

Disposition: Retire 1 year after cutoff for retention of
éa)_the original case file for an additional 5 years, and (b) the

uplicate copies for an additional 2 years.
2. Case files on rewards for superior acconplishnents.

Disposition: Destroy 6 nonths after file cutoff. cut off
file annually.

3. certificates of performance ratings.

D sposition: Destroy 2 years after cutoff.

202-21 Efficiency Rating Files. Duplicate copies of
material on a review of an efficiency rating by a board on which
the original case material has been forwarded to the OPM

ffDisposition: Cut off annually. Destroy 1 year after file
cutoff .

202-22 Notification of Personnel Action Files.

1. Chronological file copies of notification of personnel
actions, including fact sheets.

200- 12



Al 15, Encl. 4

Di sposition: Destroy 2 when years old (GRS 1, Item 14(a)
and Federal Personnel Mnual Supplenent 293-3 1) (reference (p) &

(reference (s) ) .
2. Pay or fiscal copy.

Disposition: Destroy 2 years after audit of related pay
records by the General Accounting Ofice (GAO

3. Al others.

Disposition: Destroy when 1 year old, providing t he
requirements of Federal Personnel MNanual Supplenent 293-31

(reference (s) ) are observed.

4, poDDS Inter-Intraregi onal and/or Transfer and
Reassignment File (NC1-33 O 87-1) Applications, reports, menpos
correspondence on the reassignment of personnel between and anmong
regions through the DoDDS Interregional Transfer and/or Intra-
regi onal Reassi gnnent Prograns.

” Disposition: Cut off annually. Destroy 1 year after cut
of f.

5. Educator Career Program Ap?lications, reports, .menos,
correspondence on the lateral transfer and opportunPtles for

pronoti on of DoDDs personnel afforded by the DobDs Educat or
Career Program

y Disposition: Cut off annually. Destroy 1 year after cut
of f.

202-23 Personnel Statistical Reports Files.

1. Statistical reports nmaintained or prepared by offices
ot her than P&S.

Disposition: Destroy 2 years after cutoff.

2. Statistical summaries and reports on enployee health and
rejfted papers, exclusive of the copy nmintained by the reporting
unit.

Disposition: Destroy 2 years after cutoff.

202-24 Policy and Procedure Record Material Files _
Docunment ation of policies, procedures, and standards governing
civilian personnel adm nistration.
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[]sFosition: Permanent. Retire file to the wNrRc 1 year
aréer file cutoff. Transfer to National Archives when 25 years
ol d.

202-25 QG vilian Manpower and Personnel Records Files

1. Records that relate to the devel opnent and
| mpl enentation of policies, procedures, and standards for
civilian personnel nmanagenment and studies, surveys or other _
material that relate to National Manpower Admnistration that is
of interest to the Departnent of Defense.

Di sposition: Permanent. Retire record copies and all
backup material to the wNrc 1 year after inplenentation of the
policy, procedures or standards. Transfer to the National
Archives after 20 years. Destroy.duplicate and reproduced copies
when the policy, standard, or procedure is rescinded or revised,
unl ess part of a case file.

2. Records that relate to the internal managenent and
operational aspects of civilian personnel admnistration, such as
records on the control of positions, determnations, and
justifications of personnel authorizations and requirenents,
controls to ensure that authorizations are not exceeded, and
reporting records covering civilian personnel strength not
covered under other itens in this section.

Disposition: Destroy when 5 years old.

3. Records that support reports and other statistical data
required by |law or regulation such as percentages or mnorities,
statistics or progress achieved in inplenentation of EEO program -
grade distribution and the I|ike.

Disposition: Permanent. Retire record copies supporting
related data to the wNrc 2 years after file cutoff. Transfer to
National Archives after 20 years old. Destroy all duplicate and
?pprecord material 6 nmonths after file cutoff unless part of case

1l e.

202-26 Departnent of Defense CGvilian Enployees Health Unit
and Enpl oyee Medi cal Fol der (eMr) Records.

1. Health Unit Records. These records contain fornmns,
correspondence, and other records on an enpl oyee’s nedical
history, occupational injuries or diseases, physical exam na-
tions, and all other treatnent received in health units.
| ncluded are industrial hygiene consultations, |aboratory and
X-ray findings, reports of pulnonary function tests, audiograms,
records tests, and chenical hazards, clinical record cover sheets
or equivalent.

200- 14



Al 15, Encl. 4

Disposition: Retire records of civilian enployees who are
separated from the National Personnel Records at the end of each
calendar year. Destroy 30 years later (See Note 3).
NC1-330-81~7

Not es:

1. These records are not to be confused wth hospital in-
and out- patient clinical records retained for 75 years after
birthdate-for nonmlitary persons pursuant to other approved
records control schedul es.

_ 2. Oiginal pre-employnent, disability retirenment, and
fitness for duty examinations are-to be filed in the Oficial
Personnel Fol der upon separation of the enployee (FPM Suppl enent
293-31) (reference (s)).

3. Longer retention periods may be required by Regul atory
Agenci es such as: Cccupational Safety and Health Adm nistration
(0sHA) , Nucl ear Regul atory Comm ssion (cFr Title 10, Part 20)
(reference (r)), and Environmental Protection Agency (EPA). In
this event, a new SF-115 nust be submtted.

¢, Enpl oyee Medical Folders (GRS 1, Item 21) (reference
P)) » These files consist of |long-term medical records as
efi'ned in the Federal Personnel Mnual 293-31 (reference (s)).

_ Disposition: a. For transferred enpl oyees, see the FPM for
I nstructions. b. For separated enployees, transfer to the

Nati onal Personnel Records Center 30 days after separation. NPRC
w Il destroy 75 years after birth date of enployee, 60 years

after date of the earliest docunent in the folder if the date of
birth cannot be ascertained, or 30 years after |atest separation,
whi chever iIs latest. c. Tenporary or short-term records as
defined in the FPM destroy 1 year after separation or transfer

of the enployee. d. Individual Enployee Health Case Files
created before establishment of the EM- system that have been
retired to an FRC, destroy 60 years after retirenent (GRS 1, Item
21, Jun 88) (reference (p)).

202-27 MIlitary Personnel. Oficial Mlitary Personnel
Records created as the result of detail or assignment to the OSD
that normally would be nmade a part of the individual’s personnel
file and ot her ﬁertinent and rel ated correspondence. Oders and
citations for the Defense Distinguished Service Mdal, Defense
Superior Service Medal, Joint Senmite Commendation Medal, and OSD
| dentification Badge.
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Disposition: Records maintained by the Service
Representatives in OSD MIlitary Personnel are considered unit-
| evel files for the service El enents and are maintained in
accordance with the appropriate Service regul ations.

202-28 MIlitary Manpower and Personnel Records Files.

1. Records on the devel opnment and inplenentation of
policies, procedures, and standards for mlitary personnel
managenent and studies, surveys, or other material that relate to
Nat i onal Manpower Adm nistration that is of interest to the

Departnent of Defense.

Disposition: Permanent. Cut off and retire to the WNRC
when superseded or obsolete as appropriate for docunents
mai nt ai ned I N accordance W th series 103-01.

2*  OSD manpower authorizations, justification folders for
new positions or deletions; control ovér grade requirenments.
(These are not individual personnel files.)

Disposition: Retire to the wNrRc 1 year after NO | onger
current. Destroy when 30 years old.

3. Policy matters on the OSD Identification Badge.

Disposition: Destroy 3 years after supersession.

4, Records that relate to the internal nmanagenent and
operational aspects or mlitary personnel admnistration, such as
records on position control; determnations and justifications of
personnel authorizations and requirenents, controls to ensure -
that authorizations are not exceeded; and other reporting records
covering n1l|tarK_personneI strengths that are not covered under

|

other itens in this Al.

Disposition: Retire record copies to the wNrec 1 year after

cutoff . Destroy when 25 years ol d. DEStrOV dupl i cat e and
nonrecord material 6 nonths after cutoff unfess part of a case

file.

5. Records that support reports and other statistical data
required by |aw or regulation.

D sposition: a. Permanent. Retire record copies and
supporting or relating data to the wNrRC 2 years after cutoff.
Transfer to the National Archives when 20 years ol d.

b. Destroy duplicate and nonrecord material 6 nonths after

cutoff .

202- 29 Individual Accounting Files. Records that relate to
accounting for individuals.

200- 16



Al 15, Encl. 4

Disposition: Destroy individual |eave authorization when
adj ustments are nade.

202-30 MIlitary Leave Files. Records that relate to | eave
of mlitary personnel.

Disposition: Records maintained by the Service
Representatives in OSD Mlitary Personnel are considered unit-
| evel files for the Service Elements and maintained in accordance
wth the appropriate Service regul ations.

202-31 Individual Actions Files. Correspondence on
| ndi vi dual actions about personnel, that do not qualify as
records of permanent-val ue; records of criticismor conplaint
when no official action is taken.

‘Disposition: Destroy file 6 nmonths after individual is
rel eased from OSD duty.

202-32 Statistical Reports File

1. Statistical reports maintained or prepared by offices
other than P&S on mlitary personnel matters.

Disposition: Destroy when 2 years old.

2. Records submtted by the MIlitary Departnents supporting
reports, policy statements, standardized procedures, criteria,
and other matters on the overall admnistration of mlitary
personnel .

¥ Disposition: Permanent. Retire to the WNRC when 5 years
old .

202- 33 Policy and Procedure Records Files - Mlitary
Per sonnel

1. Statistical summaries and reports on mlitary personnel
training, including outlines of the course, nanes of individuals
attending, copies of speeches, lecture material, required reading
material and all other naterial relating to educational prograns
conducted by the OSD independently of the MIlitary Departnents.

Di sposition: Permanent. Statistical summaries and reports.
- transfer record copies to the wNrc when course i s revised or
discontinued. Transfer to National Archives when 20 years ol d.
Destroy other materials when it beconmes obsol ete.
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2. Docunentation of policies, procedures and standards
governing mlitary personnel admnistration, including position
eval uation and assignnent, and mlitary personnel quotas for both
normal and nobilization periods.

D sposition: Permanent. Transfer discontinued file to the
WARC when 1 year. old. Transfer to the National Archives when 20
years old. Destroy duplicate copies when superseded or revised
unless part of a case file.

_ 202-34 | nternal Management Files. Correspondence on
I nternal management and operations affecting mlitary personnel
adm ni stration.

Disposition: Destroy material when 5 years.

2'02-3"5 Military Awards. official record copi es of awards
approved by the Secretary of Defense for presentations such as
the Def ense Distingui shed service Medal, Joi Nt Service

Commendati on Medal, and conparabl e awards.

Di sposi tion: Retire OSD official docunents to the WNRC 3

years after cutoff. Destroy when 15 years old. See paragraph
, 202-28 for disposition of goples of gmards to iIndivi uaIngetary

Servi ces.

202-36 MIitary Acceptance Files. Records on the
establ i shnent of policy, standards, and criteria governln?
adm ssion and acceptance for mlitary service and means 0
obtaining individuals in critical skills areas, including pay

benefits, allowance, and other associated matters.

_ Disposition: Permanent. Retire to the wNrRc 2 years after
file cutoff. Transfer to National Archives when 20 years ol d.
Destroy duplicate and nonrecord material 6 nonths after cutoff.

20237 Labor Managenent Rel ations Records
1. Labor Mnagenent Relations and Case Files.
Correspondence, nenmoranda, reports, and other records on the
rel ationship between managenent and enpl oyee unions or other
gr oups.
a. O fice negotiating agreenent.

DS
28(a) (1)

+ b. Oher offices.

position: Destroy when 5 years old (Grs 1, Item
) (reference (p))

| t10

Si t
(2))

Destroy when superseded or obsolete (GRS 1,

Di spo n:
) (reference (p)).

|tem 28(a
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2.  Labor Arbitration Ceneral and Case Files. _ _
Cor respondence, forms, and background papers on |abor arbitration
cases.

Disposition: Destroy 5 years after resolution of case (GRS
1, Item 28(b)) (reference (p)).

202-38 Labor Managenent Relations Files. See Series 1802-02
for the DoD files on the subject.

202-39 Security Policies Application. Docunents concerning °

general information applicable to personnel security. Security

of classified matter in the personnel office and related
materi al .

Disposition: Destroy when no |onger current.

202-40 Personnel Security Cearance Files. Relates to the
adm nistration of the personnel security program involving
cl earances of civilian enployees, applicants for enploynent,
consul tants, contractors and mlitary personnel.

a. Case files created on civilian personnel, consultants,
and applicants for enploynent, containing requests for security
cl earances, copies of docunents accunulated as a result of
creating, controlling, requesting and transmtting investigative
dossiers and clearance certifications between various
| nvestigative and cl earance-granting agencies,
briefings/debriefings, routine requests for information, tracer -
letters, transmttal letters, lists or letters reflecting
security cl earance of individuals.

Di [tion: Inactivate file when enpl oyee | eaves the
agency; retain in files storage area and destroy after 2 years.

b. Summaries of reports of investigation relating to cases
where serious derogatory information is involved, including
docunments reflecting actions taken and copies of docunents
simlar to those described in a. above.

Disposition: Retain in files storage area and destroy 5
years after date of clearance determnation.

c. Case files created on individuals for whom wHs has no
cl earance granting authority, i.e. , mlitary and contractor
personnel .. conta|n|n?_letters of transmttal, m scellaneous
correspondence, Verification of clearances granted by the
?fpropriate mlitary department or Defense Industrial Security

earance Ofice, briefings/debriefings.
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Disposition: Destroy mlitary personnel case files when
I ndi vidual |eaves WHS. Destroy contractor case files when
notification of Sensitive Conpartnented |nformation (sScI) access
apFrovaI by Defense Intelligence Agency. (lnvestigative reports
w [l be destroyed in accordance with regul ations established by
each investigative agency.)

202-42 Special Assignments. Documents containing
Information on the security clearance and authorization for
access to particularly sensitive classified matter. Not
I ncluding reports of i1nvestigation, counterintelligence, or
cl earance docunments filed in the official personnel folder.

~ Disposition: Destroy on transfer or separation of
| ndi vi dual concer ned.

202-42 Statenent-s of enplo&ﬁent and financial interests, and
rel ated papers.

~ Disvosition: Destroy 2 years after enplogee | eaves a
position in which a statement is required, or 2 years after the
enpl oyee leaves t he agency, whichever is earlier.

| 202-43 Equal Enploynent Opportunity Records. Oficial
Discrimnation Conplaint Case Files. Ofice of the Secretary of
Defense OSD file containing conplaints wth rel ated
correspondence, reports exhibits, wthdrawal notices, copies of
deci sions, records of hearings and neetings, and other records as
described by 29 crr 1613.222 (reference (t)).

1. Cases resolved wthin the agency by the Equal Enploynent
Qpportunity Comm ssion (EEOCC), or by a U'S. Court.

Disposition: Destroy 4 years after resolution of case (GRS
1, Item 25a) (reference (p)).

2. Copies of Conplaint Case Files. Duplicate case files or
docunents on case files retained in Oficial File D scrimnation

Compl ai nt Case File.

Disposition: Destroy 1 year after resolution of case.

. 3. Background Files. Background records not filed in the
Oficial Dscrimnation Conplaint” Case File. (See GRs)

Disposition: Destroy 2 years after final resolution of
case.

4. Conpliance Records

a. Conpliance Review Files.
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I]sgosition: Destroy when 7 years old. Reviews, background
papers and correspondence on contractor enploynent practices.

b. EEO Conpliance Reports.
Di sposition: Destroy when 3 years old.

5. Enpl oyee kbusin? Requests.  Forns requesting agency
assi stance In housing matters, such as rental or purchase.

Disposition: Destroy when 1 year old.

6. Enpl oynent Statistics Fil es. Enpl oyment statistics
relating to race and Sex.

Disposition: Destroy when 5 years old.

/. EEO CGeneral Files. General correspondence and copies of
requl ations with related records on the Cvil Rights Act of 1964

and the EEO Act of 1972, and any pertinent future [egislation;
and agency EEO commttee neetings and records including mnutes
and reports.

Disposition: Destroy when 3 years old, or when superseded
or obsolete, whichever is applicable.

8. EEO Affirmative Action Plans (aAp).
a. Agency copy of consolidated AAP(S).

D sposition: Destroy 5 years fromdate of plan.

b. Agency feeder plan to consolidated AAP(S).

»

Disposition: Destroy 5 years from date of feeder _olan or
when adm nistrative purposes have been served, whichever IS
sooner.

| 202- 44 Personnel Injury Files. Correspondence and rel ated
| nvestigatory records on-the-job injuries whether or not a claim

for conpensation was made; excluding copies filed in the OPF, and
copies submtted to the Departnent of Labor.

D sposition: Destroy when 3 after cut off (GRS 1, Item 31)
(reference (p)).
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202-45 Enpl oyee Awards Fil es.
1. Ceneral awards records.

a. Case files including recommendations, approved

nom nations, menoranda, correspondence, reports and rel ated
handbooks ﬁerta[nlng to agenci es sponsored cash and noncash
awards such as incentive awards, wthin grade nmerit increases,
suggestions, and outstandi ng perfornmance.

Tlspgsitign: Destroy 2 years after approval or disapproval
(GRS 1, Item lo) (reference (P)).

b. Correspondence of nenoranda on awards from ot her
GCover nnent agencies or private organizations.

Disposition: Destroy when 2 years old.

¢ Lists or indexes to agency award nominations. List
of nom nees and w nners, and indexes of nom nations.

Disposition: Destroy when superseded or obsolete.

d. Mlitary Awards (NCi-330-77-17). Awards approved by

the Secretary of Defense for Eéesentation,_such as the Defense
Di stingui shed Service”Medal, fense Superior Service Medal,
Joi nt Service Commendation Medal, the GSD ldentification Badge,

or other conparable awards sponsored by the OSD.

Disposition: Retire to the WNRC 3 years after cutoff.
Destroy when 15 years old. See section 202-27 for disposition of
copies of awards to individual Mlitary Services. Record copies -
are maintained in the individual’s mlitary personnel jacket.

- 202-46 Duplicate Docunmentation and Personnel Files
Mai ntai ned Qutside Personnel Ofices.

1. Supervisor’'s Personnel Files. Correspondence,
menor anda, forns, and other records on positions, authorizations,
pendi ng actions; copies of PDs, requests for personnel ~actibn,

and records on individual enployees duplicated in or not
appropriate for the OPF.

D sposi tion: RevieM/annuaIIY and destroy superseded or
obsol ete documents, or destroy all documents on an individual

enpl oyee 1 year after separation or transfer (GRS 1, Item
18(a) (b)) (reference (p)).

2. Duplicate Documentation. O her copies of docunents
duplicated in OPFS not provided for elsewhere in this schedule.

Disposition: Destroy when 6 nonths old.
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20247 Personnel Counseling Records. These files consist of
counsel 1ng files, reports of interviews, anal yses, and rel ated
records. For records pertaining to coordinating, planning, and

directBng the Federal Workplace Drug Free Testing Program see
202-51.

Disposition: Destroy 3 years after termnation of
counseling (GRs 1, Item 26 (a) ) (reference (p) ) .

202-48 Training Records
1. Training A ds.

- a.” one copy of each manual, syllabus, textbook, and
other’ training aids devel oped by the agency.

Dl sposition: Per manent . Retire to the WNRC when course 1S
revi sed or discontinued.

. _ b. Training aids fromother agencies or private
i nstitutions.

Disposition: Destroy when obsol ete of superseded.
2. (General file of agency-sponsored training.

a. Correspondence, nenoranda, agreenents, authorizations
reports, requirenment reviews, plans, and objectives on the
establ i shnment and operation of training courses and conferences. -

Disposition: Destroy when 5 years old or 5 years after
conpletion of a specific training program (GRS 1, Item29 (a) (1) )
(reference (p) ) .

b. Background and wor kpapers.

‘Disposition: Destroy when 3 years old (GRS 1, Item
29(a) (2) ; (reference (p) ) .

3.  Enployee training. Correspondence, nenoranda, reports,
and ot her records on the availability of training and enpl oyee

participation in training prograns sponsored by other Governnent
Agenci es or non-government institutions.

Disposition: Destroy when 5 years old or when superseded or
obsol ete, whichever is sooner (GRS 1, Item 29 (b) ) (reference

(P )
4.,  Course Announcenent Files. Reference file of panphlets,
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notices, catalogs and other records that provide information on
courses or prograns offered by Government or non-governnment
or gani zat i ons.

Di sposition: Destroy when superseded or obsolete.
202-49 Gievance, Disciplinary, and Adverse Action Files

1. @Gievance, Appeals Files (5 CFR 771) (reference (u)).
Records originating in the review of grievance and appeal s raised
by agency enpl oyees, except EEO conplaints. These case files
| ncl ude statenents of w tnesses, reports of interviews and
hearings, examner’'s findings and reconmendations, a copy of the
original decision, related correspondence and exhibits, and
records on a reconsideration request.

Disposition: Destroy 4 years after-case i s closed
(GRS 1, Item30(a)) (reference (p)).

2.  Adverse Action Files (5 CFR 752) (reference (u)). Case
files and related records created in review ng an adverse action
(di sciplinary or nondisciplinary renoval, suspension, leave
wi thout pay, reduction-in-force) against an enployee; includes a
copy of the Froposed adverse action with supporting papers:
statements of W tnesses; enployee’s reply; hearing notices,
reports and decisions; reversal of action: and appeal records,
EXCLUDING |l etters of reprinmnd.

Disposition: Destroy 4 years after case is closed (GRS 1,
Iten130(E)) (reference (p)).

202-50 I'ndi vidual Pronotion Piles. Records on the pronotion.
of an individual that docunent qualification standards,
eval uation nethods, selection procedures, and eval uation of
candi dates, EXCLUDI NG any records that duplicate information in
the pronotion plan, are in the OPF or in other personnel records.

Disposition: Destroy 2 years after the personnel action or
after the action has been audited by the OPM whichever is
sooner.

202-51 Federal Workplace Drug Testing Program Files (GRS 1,
ltem 36) (reference (p%}. These files consist of drug testing
program records created under E.o. 12564 and PL 100 71, section
503 (101 Stat. 468) (reference (v)) (reference (w)), excluding
consol idated statistical and narrative reports concerning the
operation of the agency program (see series 902) . Disciplinary
action case files on actions taken agai nst enpl oyees for drug
use, possession, failure to conply with drug testing
procedures,and Simlar matters are covered by 202-49.2, Adverse
Action Files. Any records that are relevant to litigation or
disciplinary actions should be disposed of no earlier than the
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related litigation or adverse action case files.

_ 1. Drug test plans and procedures, excluding documents
filed in formal 1ssuances such as d|rect|ves procedur es
handbooks, etc. These files consist of copi es of plans and

procedures with related drafts, correspondence, nenoranda, and
other records on the developnent of procedures for drug testing

prograns,including the determ nation of testing incunbents in
desrgnated posi tions.

Disposition: Destroy when 3 years old or when superseded,
obsol ete, or no |onger needed, mhrchever s later (GRS 1, Item

36(a)) (reference (P) ).

2. Enpl oyee acknowl edgenment of notice forns. These are

fornms conpleted by enpl oyees whose positions are designated
sensitive for drug testing purposes acknow edging that they have
received notice that they may be tested.

Disposition: Destroy when enpl oyee separates from testing-
desi gnated position (GRS 1, Item 36(b)) (reference (p)).

3. Selection/scheduling records. These are records

relating to the selection of specific enpl ees/appllcants for
testing and the scheduling of tests. Included are |lists,

notification letters, and testing schedul es.

Disposition: Destroy when 3 years old (6rRs 1, Item 36(c)
(reference (p)).

4, Records on the collection and handling of specinens.

a. Bound record books contai ning |dent|fy|n% data on,
each specinen, recorded at each collection site in the order IN
whi ch the specimens were coll ected.

Disposition: Destroy 3 years after date of last entry (GRS
1, Item 36(d)(1) (reference (p)).

b. Chai n of custodv. records consistina_of fornms and
ot her records used to maintain control and accountability of

sPecinens fromthe point of collection to the final disposition
t he speci nmen.

Digsposition: Destroy when 3 years old (GRS 1, Item 36(d)(2)
(reference (p)).

5 Test results consisting of records docunenting
I ndi vidual test results, including reports of testing,
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notifications of enployees/applicants and enploying offices, and
docunments relating to followup testing.

Disposition: Destroy when 3 years old (GRS 1, Item 36(e)
(reference (p)).

203 Records Management ®Piles. These files result fromthe

pl anni ng, promnul gation, and execution of concepts and procedures
for managing the creation, transm ssion, nmaintenance, use, and
di sposition of OSD records (see GRS 16 (reference (p)).

203-01 Records Managenent survey Files. Docunents on staff
visits and surveys conducted to provide advice and assistance on,
or to evaluate the effectiveness of, records nmanagenent
operations and prograns. Included are notifications of visits,
reports of Visits and-surveys, reports of corrective action
taien, and rel ated docunents.

Disposition: Ofice tperform ng osp~wide staff
responsibility: Destroy after 15 years. Qher offices: Destroy
2 years after next conparable survey or on discontinuance of the
surveyed office, whichever is first.

203-02 Records Managenent Survey Background Files.
Docunents used in preparing for records nmanagenent surveys.
| ncl uded are organizational charts, statements of functions,
copies of records managenent directives, lists of personnel
responsi bl e for records nanagenment, volume of records data,
copies of training materials; copies of authorized deviations,
schedul es of surveys, notes drafts, and simlar or related
docunents.

Disposition: Destroy in CFA after 5 years. Earlier
destruction is authorized.

203-03 Access to Information Files Documents on the
formulation of DoD procedures, conditions, and restrictions on
the release of information fromfiles, release of copies, and the
granting of access to records for official or unofficial
research. Included are case files with requests, basic
| nterpretations, decisions precedents, studies, and related or
simlar papers.

1. Procedures, restrictions and conditions. Ofices
responsible for fornulating OSD concept.

Disposition: Permanent. Cut off after 5 years and retire
to the wNRC.

2. Case files.
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Disposition: Cut off after 5 years. Retire to the wWNRC;
destroy when 15 years ol d.

203-04 Records Disposal Authorization Files. Docunents on
aut hori zation by Congress or the Archivist of the United States

to destro¥ records. Included are studies, coordination actions,
requests for authority to destroy records, archival appraisals,

and approval s or disapprovals.

Disposition: Destroy when 25 years ol d.

203-05 Records Locator and Distribution Files. Documents
reflecting files that have been transferred or retired. |ncluded
are records shipnent lists and records transfer lists.

Disposition: O fices retiring records: Destroy after all
records |isted thereon have been destroyed, except those
reflecting permanent files may be destroyed when no | onger needed
for reference. Records Managenent Division: Keep hardcopy |
version of OSD offices’ submssions until converted to electronic
neglunl t hen destroy; purge data base when no | onger needed for
ref erence.

203- 06 Records Managenent system Files. Docunments on the
apprai sal of records systens and procedures such as those

relating to mniaturization, office copyjng, and word processing.
| ncl uded are evaluation studies and simlar or related docunents.

Disposition: Approved Systems: Destroy after 1 year.
203-07 Records Hol ding Reporting Files. RESCH NDED.

203-08 Records Disposition Standard Exenption Files.
Docunents reflecting exceptions to records disposition standards
aut horized by responsible records managenent officials. |ncluded
are requests, approvals, and related docunents.

Disposition: Destroy on expiration of exception.

203-09 National Archives Liaison. Documents,
correspondence, and the like pertaining to exchange between
National Archives and the OSD on the subject of records
managenent .

Disposition: a. Any authority to destroy or exenptions
granted by NARA will be rétained fof 6 years. "Retire to the WNRC
at that time. Destroy when 25 years old. b. Oher general
correspondence may be "destroyed after 2 years.
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203-10 Privacy Act Files. (GRS 14, Itens 22-26) (reference
(P)). (Note; Privacy Act requests are filed by Ofice of _ :
Assi stant Secretary of Defense (oasp) (PA), Freedom of Information -

and Security Review. See para. 704.)

1. Privacy Act accounting of D sclosure Files. il es
mai nt ai ned under the provision of 5 U.s.¢c. 552a(c) (reference
(X)) <£or an accurate accounting of the date, nature, and purpose
of each disclosure of a record to any person or to another
agency, including forms for show ng the subject individual’s
nane, requester’s name and address, purpose and date of
di scl osure, and proof of subject individual’s consent when
appl i cabl e.

_ Disposition: Dispose of in accordance with the approved
di sposi tion instructions for the- related.subject individual‘s
records, or 5 years after the disclosure for which the
accountabi | ity was nade, whichever is later (GRS 14, |tem 23)
(reference (p)).

2. Privacy Act Amendment Case Files. Files on
I ndividual 's request to amend a record pertaining to that

| ndi vidual as provided for under 5 U.S. C 552a (d) (2) ; to the
Individual’s request for a review of an agency's refusal of the
I ndividual’s request to amend a record as provided for under
552a (d) (3) ; and to any civil action brought by the individual
agai nst the refusing agency as provided under 5 U S. C. 552a (Q)

(reference (x) , GRS 14, |tem 22 (reference (p) )

an
th

. a Requests to anend a record agreed to by agency.
I ncludes individual’s request to anmend and/or review refusal to

amend, copies of Agency’'s replies thereto, and related materials. -

_ Disposition: Dispose of in accordance with the approved
disposition instruction for the related subject individual ’s

record or 4 years after Agency’s agreenent to anend, whichever iIs
| ater (GrRs 14, |tem 22 (a) (reference (p)) .

o b. Requests to anend refused by agency. |ncludes
Individual's requests to anmend, copies of Agency’s replies
thereto, statement of disagreenent, ‘69enc justification for
refusal to anend a record, and rel ate nayerlals.

_ Disposition: Dispose of in accordance with the approved
di sposition instructions for the related subject |
Individual's records; 4 years after final determ nation by Agency
or 3 years after final adjudication by courts, whichever Is later

(GRS 14, Item 22 (b) (reference (p))

~C.  Appealed requests to amend. |ncludes all files
created I n responding to appeals under the Privacy Act for
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refusal by any Agency to anmend a record.

_ Disposition: Dispose of in accordance with the approved
di sposition instructions for related subject individual’s record
or 3 years after final adjudication by courts, whichever is later
(GRS 14, Item 22(c) (reference (p)).

3. Privacy Act Reports Files. Recurring reports and
one-tine information requirenents relating to Agency

| npl ementation, including annual reports to the Congress of the
United States, the Ofice of Managenment and Budget, and the

FEp%rt on New Systens. Annual reports at departmental or agency
evel .. ]

-

Disposition: Destroy when 2 years old (Grs 14, |tem 25)
(reference (p)).

4.  Privacy Act Ceneral Admnistrative Files. Records
on the general agency inplenmentation of the Privacy Act,
|nclug|ng notices, nemoranda, routine correspondence, and related
records.

D sposition: Destroy when 2 years old or sooner if no
| onger needed for administrative use (GRS 14, Item 26) (reference

(P )

. 203-11 Decl assification Management Files.  Documents,
directives, and correspondence on the subject. Requests for
declassification fromin and out of DoD.  Responses, appeal
referrals and general policy files.

Disposition: Retain case files for 3 years after |ast
entry. Retire to the WNRC. Destroy when 10 years ol d.

203~-12 Data I ndex Systenms Files. Policy direction on the
met hods to be enployed in devel oping an autofmatic or manual
system to recogni ze and downgrade classified docunments of a
permanent nature. The identification of data elenents in the
systeF1and the anticipated output. The present OSD systemis
manual .

Disposition: Informational docunments: Destroy when no
| onger needed for current business.

203-13 M crographic Managenent Files. Poljcy directives
prescribing functions and responsibilities of m crographic
management program in the osD. |ncluded may be inventories of
eqU|Fnent, feaS|b|I|t% studies, and justification for systemns
devel oped to convert hard copy to mcroform version.
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Disposition: a. Feasibility studies and justification.
Destroy when superseded by subsequent studies. b. (hers.
Destroy when no | onger needed.

| 203-14 Vital Records Program Files. Correspondence,
| nventories, directives, policy.

. Disposition: Permanent. Policy and procedural Directives.
Retire to the WNRc when superseded or obsolete. Transfer to
National Archives when 20 years old. Destroy old inventories
when super seded. i

203-15 Source Data Systems Files. |Instructive materials,
system studies, directives.

Disposition: Dpestroy When no | onger current.

203-16 Mail Management Files. Systems studies, statistics,
proposals, directives, instructional materials.

Di sposition: Destroy when no |onger current.

204 ‘' Floor space Managenent and Semte Files. Acquisition,

al location, and utilization of space and office services
I ncluding related correspondence.

. 204-01 Space Management. Records relating to the allocation,
utilization, and release of space under departmental control and
related reports to the GSA (GrRs 11, Item 2) (reference (p)).

D sposition: a. Dispose of huilding plan file and rel ated
departnmental records on space utilization, planning assignnent, -
or adjustnent 2 years after termnation of assignnment, when |ease
| S cancelled, Oor when plans are superseded or becone obsol ete.

b. Dispose of records supporting, and copies of, reports
submtted to GSA on space occupied, both inside and outside the
National Region, 2 years after annual file cutoff. c. Destroy
space plan file and'related record material ysed in space

pl anni ng, and assi%nnent and adj ustnment of space allocated to the
OSD 2 years after file cutoff. d. Destroy record copies
supporting reports submtted to the Departnent of Eb?ense space
control activity regardi ng space occupied by the OSD 2 years
after file cut off. e. Dispose of correspondence files on space
and Mai ntenance matters of an admnistrative or operating nature

3 years after cutoff (erRs 11, |tem 2(a) (reference (p)).

204-02 Duty Hours Coordination Files. Documents on duty
hours of principal DoD Conponents in the pentagon; guard and

custodial services, and related correspondence.

Disposition: Destroy when 5 years ol d.

200- 30



Al 15, Encl. 4

204-03 Admnistrative Policy Files. Documents on the
devel opnent, preparation, issuance, and interpretation of
directives or regulatory instructions and facilities and space.

_ Disposition: Upon supersession or obsol escence, place in
Inactive file. Destroy after 10 years.

204-04 Space and Facilities Files. Copies of documents
on space assignnents, agreenents, building plans, alterations
requests, maintenance e, and related records.

- Disposition: Destroy 5 years after termnation of
assi gnnent.

- -_ .

204-05 OSD Liaison Files. Docunents on liaison with the GSA
and other Federal agencies on the subject of space nanagenent.

Disposition: Destroy after 5 years.

204-06 Concession Operations Files. Docunments on
correspondence with various concessions operations. Leases and
ot her agreenents on use and operations.

Disposition: Cut off when new agreenent reached or
concessionaire relocates. Retain 2 years, then retire to the
VWANRC for an additional 5 years.

204-07 Credential Files.

1. Property passes.

_ ~Disposition: Destroy credentials 3 months after return to
Issuing office (GRS 18, Item 12) (reference (p)).

2.  Parking Permt.

Disposition: Destroy at time of annual turnover (GRS
11, Item 4(a) (reference Xp)).

. 204-08 Building and Equi pment Semtes. Requests for
bui | ding and equi pnment mai nt enance services, excluding fiscal

copi es.

- Disposition: Destrgg 3 months after work performed or
requi sitions canceled (GRS 11, Item5) (reference (p))

204-09 Parking Financial Files
I, Accounts maintained for site audit records consisting of
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statenents of transactions, collection. schedul es, etc.

Disposition: Retain on site 3 years. Retire to the
WwNRC for an additional 3 years and 3 nonths.

2. General Accounting Ledger.

Disposition: Destroy 10 years after the close of the fiscal
year.

205 Historical Files. Documents on general policies and
ﬁrocedures governi ng devel opnent of historical data and speci al
I storical studies.

205-01 Historical Records and Reports File. Docunents
prepared by historians under the-0sD historical program

ffDisposition: Permanent. Retire to the WNRC 2 years after
cutoff .

205-02 Historical Research and Reference Files. Docunents
coll ected and maintained by historians in the preparation of
histories, occasional studies, and reports. *

Disposition: Destroy when superseded or obsol ete.

206 Budget and Finance. Budget and apportionnent records
Include the various files accunmulated in an agency in the course
of formulating its budget for submssion to the Ofice of _
Managenment and Budget (oMB) and to the Congress; in defending its
requests for funds before both bodies; and after enactnent of an -
appropriation bill, in ensuring that the funds are used in such a
way as to suffice for the appropriate period of tine. The funds
are made available to the agency by the OVB, usually in quarterly
portions, and the agencies nust indicate and justify regularly to
OMB their proposed rate of expenditure. After the funds have
been nmade available to the GSD, its own controls over the funds
are in its expenditure accounting records, and detailed
Information relative to expenditures is contained in the
accountabl e officer’s account.

Par agraphs 206-01 through 206-07 of this schedul e

apply to records of budget preparation, presentation, and
apportionnment. OSD budget records normally are created at all

| evel s of organization. They show proposals fromall operating
| evel s as well as the osb-wide coordi nating work done by the
budget office. Therefore, the records consist of detailed work
papers and budgetary statements devel oped by single operating
units, the nore significant budget statenents and related papers
representing consolidated subm ssions prepared at the OSD [evel.
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The nature of the budget presentation itself is standardized
by the oMB, which prescribes a format and procedures for all
Federal Agencies. The budget subm ssion, a record coPy of which
| s designated by the osD, Iis a duplicate of the set of papers
submtted to the oMB. These include summary statements o
appropriations and expenditures, statements of contract
authorizations, and statenents of receipts as well as narrative
sunmary statenments that highlight the principal features of the
OSD requests and supporting documents. The narratjve presents
the policies and the prograns of the agency that the degetary
requests are to support . In addition to the summaries, the
subm ssion includes schedul es of obligations and statenents on
each type of appropriation and fund under which OSD operates.
Finally, oMB requires” additional supporting data on objects of
expendi ture, particular agency prograns, and figures based on the
cost of various types of service operations, such as personnel
and patrolling activities.

206-01 Budget Policy Files. Correspondence or subject files
docunenting agency policy and procedures governing budget
admnistrate ion, and reflecting policy decisions affecting
expendi tures for OSD prograns.

Disposition: Permanent. Cut off when superseded or
obsolete and retire to the WNRc, as apgrogrlate for documents
mai ntai ned in accordance with series 103-01.

206- 02 Budget Background Records. Wor ki ng papers, cost
statenments, and rough data accunulated in the preparation of
ann%ﬁh32£fget estimates, including duplicates of papers described
I n - 04.

_ Disposition: Destroy 1 year after the close of the
fiscal year covered by thé budget.

206- 03 Budget correspondence Piles. (Correspondence files in
formally organi zed budget offices on routine aannlstratlon,

internal procedures, and other matters not covered el sewhere in
this schedul e.

Disposition: Destroy when 2 years ol d.
206- 04 Budget Estimates and Justification Files.

1. Copies of budget estimates and justifications prepared
or consolidated for the OSD and offices under the WHS for

adm ni strative support. |ncluded are appropriation |anguage
sheets, narrative statements, and related schedul es and data.
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Disposition: Permanent. Retire to the WNRC when 4 years
old. Transfer to the National Archives when 20 years ol d.

2. Working papers and background materials.

‘DI sposition: See Section 206-02 of this schedul e.

206- 05 Budget Reports Files. Periodic reports on the status
of appropriation accounts and apportionment.

1.  Annual report (end of fiscal year)

Disposition: Destroy 5 years after account merges.

2. All other reports.

 Disposition: Destroy 2 years after ‘the close of the
fiscal year.

206-06 Financial Reports.

Financial reports, recurring and one-time, on financial
managenent .

Disposition: Permanent. Retire to WNRC when 2 years old;
transfer to NARA when 20 years ol d.

206-07 Budget Apportionnent Files.

ApPortionnent and reapportionnment schedul es, proposing
quarterly obligations under each authorized appropriation.

Disposition: Destroy 2 years after the close of the fiscal

year .

206-08 Travel and Transportation Records. This schedul e
covers records on the novenent of goods and persons under

Governnment orders. The recordkeeping i nvolved in the novenents
centers around bills of lading, transportation requests,

vouchers, and associated records. Copies of records used to
support payments becone part of the accountable officer’s

accounts, or are accounting posting nedia.

_ a. Mvenent of Goods.  The key record is the bill of
| adi ng, of which there are copies for cosigners, cosignees, and
the carriers thenselves. The papers related to, and normally
filed wth, the bill of lading itself are varied and often
vol um nous. These may consist of shortage and demurrage reports,
I nvoi ces, and other descriptive data that docunent hold effects,
aut horized by law and regulations for civilian enployees of the

Governnment.  \When shiPpia%_certain vouchers under the CGover nnment
Losses in Shipnment Act, i ch insures against |oss, retain copies
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of schedul es of material shipped, papers relating to clains that
may ensue, and other pertinent docunents.

b. Myvenent of Persons. The novenent of persons is
docunented essentially by copies of travel orders and standard
form vouchers show ng paynent for official travel. The primry
copies of the travel orders are the admnistrative copy
mal ntai ned by the transportation unit controlling the Issuance of
travel orders, and copies used for encunbrance of funds.

1. Freight Files. Records on freight consisting of export
certificates, transit certificates, denurrage car record books,
shi ppi ng docunments pertinent to freight classification, _
menor andum copi es of Government Or commercial bills of | ading,
shortage and demurrage reports, and all supporting docunents; and
I ncl uding records on the shipnment of household goods.

~a. Issuing office nmenmorandum copies, other than those
Identified in 4. below.

Disposition: Destroy when 3 years old.
b. Al other- copies.

Disposition: Destroy when 1 year old.

c. Registers and control records.

Disposition: Destroy when 3 years old.

d. Records on international shipments of househol d
goods noved by freight forwarders.

Disposition: Destroy 6 years after the period of the
account .

2. Lost or Damaged Shipnent Files. Schedul es of val uables
shi pped, correspondence, nenoranda, reports, and other records on
the admnistration of the Government Losses in Shipment Act.

Disposition: Destroy when 6 years old (GRS 9, Item 3)
(reference (p)).

3. Passenger Transportation Files. Menorandum copi es of
vouchers (SF 1113A) , nenorandum copies of transportation requests

(SF 1169), travel authorizations, transportation request
registers, and all supporting papers.
a. Issuing office nenorandum copy.
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D sposition: Destroy when 3 years old (GRS 9, Item 1)
(reference (p)).

b. Obligation copy.
Disposition: Destroy when funds are obligated.

1170 c. Unused ticket redenption forms, such as Standard Form

- Disposition: Destroy when no |onger needed for
adm ni strative use.

4.  Passenger Reinbursenment Files. Records on reinbursing

I ndividuals, such as travel orders, per di em vouchers,
transportati on requests, hotel reservations, and all supporting

papers docunenting official travel by officers, enployees,
dependents, or others authorized by law to travel.

a. Travel admnistrative office files.

D sposition: Destroy when 3 years old (GRS 9, Item 3(a)
(reference (p)).

b. Cbligation copies.

Di sposition: Destroy when funds are obligated (GRS 9,
Item 3(b) (reference (p)).
5

. General Travel and Transportation.

a. Correspondence, fornms, and related records on to
agency travel and transportation functions, not covered el sewhere

In this schedul e.

D sposition: Destroy when 2 years old (GRS 9, Item 4(a)
(reference (p)).

b. Accountability records.

Disposition: Destroy 1 year after all entries are cleared
(GRS 9, Item 4(b) (reference (p)).

206- 09 Accountabl e officer’s Fil es.

1. Oiginal or carbon copy of accounts maintained for

site audit b¥ GAO consisting of statements of transaction,
statenments of accountability, collection schedules, collection

vouchers, disbursenent schedul es, disbursement vouchers, and all
ot her schedul es and vouchers.

Disposition: Destroy 6 years, 3 nonths after period
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covered by account (GRS 6, Item 1(a) (reef erence (p) ) .

| 2, Menorandum copi es of accountable officers’ returns

I ncluding statements of transactions and accountability, all
stpaLtlng vouchers, schedules, and related docunents not covered
el sewhere.

Disposition: Destroy when 1 year old (GRS 6, Item1 (b)
(reference (p) ) .

206-10 eao Exception Files. GAO notices of exceptions, such
as Standard Form 1100 never formal, informal, or related
correspondence. - o

Disposition: Destroy 1 year after exception has been
cleared by the GAQ

0 206-11 Certificates Settlenent Files. Copies of
certificates of settlenment of accountable officers, statenent of

differences, and related records.

1. Certificates covering closed account settlenents,
suppl emental settlements, and final bal ance settlenents.

Disposition: Destroy 2 years after settlement (GRS 6,
ltem 3 (a) (reference (p) ) .

2. Certificates covering periodic settlenents.

Disposition: Destroy when subsequent certificate of
settlenent Is received (GRS 6, Item3 (b) (reference (p) )

206-12 General Fund Files. Records on availability,
collection, custody, and deposit of funds includin
aggroprlatlon warrants and certificates of deposit SFS ,
209, mu1219? , other than those records covered by Item 206-09 of
this schedul e.

Di sposition: Destroy when 3 years old ( GRS 6, Item4 )
(reference (p) ) .

206-13 Accounting Admnistrative Files Correspondence,
reports and data on voucher preparation, admnistrative audit,
and ot her accounting and disbursing operations.

1. Files used for workload and personnel nanagenent
pur poses.
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Disposition: Destroy when 2 years old (GRS 6, |Item 5(a)
(reference (p)).

2. All other files.

Disposition: Destroy when 3 years old (GrRs 6, Item 5(b)
(reference (p)).

206- 14 Federal Personnel Surety Bond Files.

1. Oficial copies of the bond and attached powers of
att or ney.

a. Bonds purchased prior to January 1, 1956.

_ Disposition: Destroy 15 years after bond becones
| nactive (GRs 6, Item6(a)(1) (reference (p)).

b. Bonds purchased after Decenber 31, 1955.

- Disposition: Destroy 15 years after end of bond prem um
period (GRS 6, Item&6(a)(2) (reference (p)).

c. Oher bond files including other copies of bonds and
rel ated docunents.

Disposition: Destroy when bond becomes inactive or after
the end of the bond prem um peri od.

_ 206- 15 Tel ephone Tol | Tickets. Oiginals and copies of toll
tickets filed in support of telephone toll call paynents.

Disposition: Destroy when after GAO audit or when 3 years
ol d, whichever Is sooner (Grs 6, Item8) (reference (p)).

206- 16 Expenditure Accounting General Correspondence and

Subject Files. Correspondence or subject files maintained by
operating units responsible for expenditures accounting
pertaining to their internal operations and adm nistration.

Disposition: Destroy when 2 years ol d.

206-17 General Accounting Ledgers. General accounts
| edgers, showing debit and credit entries, and reflecting
expenditures in summary.

Disposition: Destroy 6 years and 3 nonths after the close
of the fiscal year involvéd.

- 206-18 Appropriation Allotnent Files. Allotnent records
show ng status of obligations and allotnments under each
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aut hori zed appropriation.

Disposition: Destroy 6 years and 3 nonths after the close
of the fiscal year involved.

206-19 Expenditure Accounting Posting and Control Files.
Records used as posting and control media, subsidiary to the

general and allotnent |[edgers, and not elsewhere covered in this
schedul e.

1. Oiginal records.

Disposition: Destroy when 3 years ol d.

2. Copies.
Disposition: Destroy when 2 years ol d.

207 Pavy Fil es

207-01 Individual earning and service cards (Such as
Standard Form 1127 or its equivalent.)

Disvosition: Transfer to National Personnel Records Center

(NPRC), St. Louls, Mb. a. [f in personnel folder or in
I ndividual pay folder filed adjacent to personnel folder, dispose
of wth the personnel folder. b. [If not in or filed adjacent

to personnel folder, dispose of 56 years after date of last entry
on card.

207-02 Correspondence files maintained by operating units
responsi ble for payroll preparation and processing, pertaining to
adm nistration and operation of the units.

Disposition: Destroy after 2 years (GRS 2, Item 2)
(reference (p)).

207-03 Tinme and attendance reports.

1. copiees used in payroll preparation and processin?.
(Where reports are used for both tine and attendance and [eave
pos}!ng furposes, the disposal provision for Section 207-09
appl i es.

Disvosition: Destroy after audit by the GAO or after 6
years, whichever is earlier (GRS 2, |tem 3(a)(1) (reference (p)).

2. Al others.
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Di sposition: Destroy 6 nonths after end of pay period
(GRS 2, Item 3(a)(2)) (reference (p)).

207-04 | ndividual authorization card and payrol | allotnents
(such as Standard Form 1192).

1. Where record of bond-deductions is maintained on
earning record card.

Disposition: Destroy when superseded or after separation of
enpl oyee. 1f enployee transfers within an agency, these
authori zations nust”also be transferred. See Treasury Fiscal

requi rement Manual, para. 6020.20e for_instructions réelating to
savi ngs bond authorizations, and FPM Chapter 550, Subchapter 3,

Part 8, for instructions on the Conbined Federal Canpaign (cFc)
aut hori zations (GRS 2. [tem 4(a)(1)) (reference (p)).

2. \Were record of bond deductions is not nai ntai ned
el sewher e.

Disposition: Destroy 3 years after supersession or 3 years
after separation of enployee. See 1., above, for transfer
instructions (GRS 2, |tem4(a)(2) (reference (p))

- 207-05 Issuing agents’ copies of bond deductions is not
mai nt ai ned el sewhere.

Disposition: Destroy after 2 years (GRS 2, |tem s)
(reference (p)).

207-06 Receipts for and transmttals of U S Savings Bonds
and checks.

Disposition: Destroy 3 months after date of receipt (GRS
2, ltem6) (reference (p))

207-07 Reports of deposits and purchase of bonds, and
rel ated papers.

Disposition: Destroy after 3 years (GRS 2, Item7)
(reference (p)).

207-08 Application for |eave and supporting papers.

1. Application for leave taken imrediately prior to
separati on.

Disposition: Attach to |eave record card (see Section
207-09). If in personnel folder or in individual pay folder
filed adjacent to personnel folder, djspose or either 10 years
after date of last entry on card or wth the personnel folder.
If not in or filed adjacent to personnel folder, dispose of 10
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years after date of last entry on card.
2. Al others.

a. |If the time card has been approved by the
enpl oyee.

_ LD;%%;QLLQQ; Di spose of at the end of the applicable pay
period (GRS 2, Item8(a) (reference (p)).

b. If the tinme card has not been initialed by the
enpl oyee.

Disposition: Destroy after-the GAO “audit or when 3 years
ol d, whichever is sooner (GRS 2, Item8(b) (reference (p)).

207-09_Leave record cards, nmaintained independently of pay
and earning records (including Standard Form 1130 when used as” a

| eave record).
1. Pay or fiscal copy.

~a. Final individual card show ng accunul ated |eave on
separation.

Disposition: Transfer to the National Personnel Records
Center (NPRC), St. Louis, M, after audit by GAO or after 3
yﬁgrs, whi chever is earlier. The NPRC will destroy when 10 years
ol d.

b. Al other pay or fiscal copies.

Di sposition: Destroy when 3 years old (GRS 2, Item 9(a)
(reference (p)).

2.  Other copies.

~ Disposition: Dispose of 3 nonths after the end of the
period covered (GRS 2, Item 9(b) (reference (p)).

207-10 Records of |eave data (such as Standard Form 1150)
except as noted in the Federal Personnel Manual, 293-A-3.

- 1. File original of Standard Form 1150 on right side of

Disposition: Transfer folders of separated personnel to
Federal Personnel Records Center, St. Louis, Mo., 30 days after
separation (GRS 2, Item10(a) -- See GRS 1, Item 1) (reference
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2. Agency Copy.

Disposition: Dispose of after 3 years (GRS 2, Item 10(b)
(reference (p)).

3. Donated Leave Program Case Files.

- Disposition: Destroy one year after the end of the year in
which the file Is closed (ers 1, [tem 37) (reference (p) ) .

OP207-11 Notifications of personnel action, exclusive of those
In OPF.

1. Pay or fiscal copy.

Disposition: Destroy after audit of related pay records hy
the GAO or after 3 years, whichever is earlier (GRS 2, Item 11)
(reference (p)).

2.  Chronological file copies, including fact sheets.

Disposition: Destroy after 2 years.

3. Al other copies.

Disposition: Destroy after 1 year.

207-12 Copi es of budget authorizations to operating units
that control personnel ceilings and personnel actions.

Disposition: Destroy when superseded (GRS 2, |tem 12)
(reference (p)).

207-13 Menorandum copi es of payrolls, check lists, and
related certification sheets (such as Standard Forns 1013, 1128,

or equival ents)

_ 1. Securit¥ copi es of docunents Prepared or used for
di sbursenent by Treasury disbursing offices, and rel ated papers.

Di sposition: Destrov when the FRc receives second
subsequent payroll or check |ist covering sane payroll ynit (GRS
2, ltem13(a) (reference (p)).

2. Al other copies.
a. \Were earning record is naintained.

. Disposition: Destrov after audit by GAO or after 3 vyears,
whichever Is earlier (GRS 2, |tem 13(b)(1) (reference (p)).
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b. Where earning record card is not maintained.

Disposition: Transfer to National Personnel Records Center,
St. Louis, Me., when 3 years old (GRS 2, Item13 (b) (2) (reference

(P) )

207-14 Payroll control registers.

Disposition: Destroy after audit of related pay records by
t he GAO or after 3 years, mhlchever s earlier (GRS 2, ltem 14)
(reference (

207-15 PayroII change slips exclusive of those in Oficial
Per sonal Fol der (opF)~ (such as Standard Form 1126).

1. Copy used in GAO audit.

Disposition: Destroy after audit of related p a% records by
the General Accountin ice or after 3 years, whichever is
earlier (GRs 2, Iten115( a) (reference (p)).

2. Copy used by disbursing officer preparing checks.

Disposition: Destroy after preparation of check (GRS 2,
ltem 15(b) (reference (p)).

3. All ot her copies.

Disposition: Destroy 1 nonth after end of pay period (GRS -
2, Item15(c) (reference (p))

207-16 Menorandum copies of fiscal schedules involved in
payrol | processing.

1. Copy used in GAO audit.

- Disposition: Destroy after audit by GAO after 3 years,
whichever 1s earlier (GRS 2, |tem16(a) (reference (p)).

2. All ot her copies.

Disposition: Dispose of 1 nonth after end of pay period
(GRs 2, Item 16(b) (reference (p)).

207-17 Admnistrative reports and data relating to payroll
operations and pay adm nistration.

1. Reports and data used for workload and personnel
managenent purposes.
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Disposition: Destroy after 2 years (Grs 2, Item 17(a)
(reference (p)).

2. All other reports and data.

Disposition: Destroy after 3 years (GRS 2, Item 17(h)
(reference (p)).

207-18 Wthhol ding tax exemption certificates (such as
Treasury Departnent Form W4 )

Disposition: Destroy 4 years after card is superseded or
obsol ete (¢rs 2, Item 18(a) (reference (p)).

207-19 Returns on incone taxes (such as Treasury Depart nent
FormW-2 ).

Disposition: Destroy when 4 years old (érs 2, |tem 18(b)
reference (p)).

- - -

_ 207-20 Reports of withheld Federal taxes and related papers
(i ncluding records on income and social security taxes)

Disposition: Destroy when 4 years old (6rs 2, Item 18(c)
(reference (p)).

207-21 Retirenent reports and registers.

Disposition: Destroy after 3 years (GRS 2, Item 19 (a)
(reference (p)).

. - 207-22 Reports of insurance deductions and rel ated papers -
I ncluding copies of vouchers and schedul es of paynent.

Disposition: Destroy after 3 years (6rs 2, Item 20)
(reference (p)).

- 207-23 Levy and qarni shment records, . including_ offi ci al
notice of |levy or garnishment, change sl ips, workpapers and
correspondence relating to charges against retirenent funds or
attachnment of salary for paynent of back incone taxes or for

ot her debts of Federal enpl oyees.

Disposition: Destroy after 3 years (Grs 2, lItem 21)
(reference (p)).

207-24 Departnent of Defense Dependents School s (pepps)
Erroneous Overpaynents Files (N1-330-90-2). Docunents on
erroneous overpaynents of earnings and benefits to DoDDS overseas

civilian enployees. These include excess paynents of salaries,
health benefits, annual sick |eave reinbursenments, foreign-post

differentials, living allowances, and Cost of Living Adjustnent
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(COLA) adjustnents. Paperwork contained in individual files
consi sts of notifications of overpaynment to the individual
stating the amount of indebtedness to the Governnent; copies of
personnel action, notices; vouchers; paynment 1 i stings; and audit
wor ksheets. Also included are letters from individuals
requesting waiver from the indebtedness; DoDDS investigation
reports and prelimnary decisions; correspondence forwarding
claims to the Director, Admnistration & Managenent, OSD; and
c?p|ﬁs of éhe final decisions rendered by the Conptroller Ceneral
of the U S

Disposition: Destroy 5 years after case is closed.

208 Supply and services -

208-01 Procurenent files (as described in item 208-04 below)
i nvol ving transactions of $25, 000 or nore and docunenting the:
Initiation and devel opnent of transactions that deviate from
establ i shed precedents on general agency procurenents or to nmjor
procurenent prograns (other than those covered by item 208-13).

¥ Disposition: Permanent. Retire to the WNRC when 5 years
ol d.

208-02 Title papers docunenting the acquisitions of real
p{ﬁpepty)(by purchase, condemation, donation, exchange, or
ot herw se

1. Al records for property acquired other than abstract or-
certificate of title.

Disposition: Title papers, dated 1921 and after. Destroy
10 years after unconditional sale or release by the Governnment  of
conditions, restrictions, nortgages or other liens (GRS 3, Item
| (a) ® (reference (p)).

2. Papers for property acquired before January 1, 1921.

Disposition: Title papers preceding 1921. Permanent.
Transfer to the National Archives 10 years after unconditional
sale or release by the Government of conditions, restrictions,
nmortgages or other |iens.

3. Abstract or certificate of title.

Disposition: Transfer to purchaser after unconditional sale
or release by the Government ( 3, Iteml(b) (reference (p)).
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208-03 Correspondence files of procurenent operating units
on their Internal operation and admnistration that are not

covered el sewhere in this schedul e.

Disposition: Destroy after 2 years (GRS 3, Item 2)
(reference (p)).

208-04 Contract, requisition, purchase order, |ease, and
bond and surety records, 'including correspondence and rel ated
papers on award, admnistration, recejpt, inspection, and payment
(other than those covered in items 208-01, 02, and 13).

1. Procurenent or purchase organization copy, and
rel ated papers.

" a. “ Transactions of nore-than $25,000 and all
construction contracts exceeding $2, 000.

Disposition: Destroy 6 years and 3 nonths after final
paynment. (Place in inactive file on final paynment; retire fiscal
year block to Federal Records Center after 2 years.) (GRS 3,
ltem (reference (p)).

b. Transactions of $25,000 or |ess and construction
contracts under $2,000.

Disposition: Destroy 3 years and 6 nonths after final
payment . (Cose file at the end of each fiscal year, retain 3
years and dispose of, except those files on which actions are
pending will be brought forward to the next fiscal year’'s files
for disposal therewth) (GRS 3, |tem 3(a)(2) (reference (p)). -

2.  oligation copy.

Disposition: Destroy when funds are obligated (Grs 3,
ltem 3(b) (reference (p)).
3. copies (X contracts, requisitions, purchase orders,

| eases, and other papers which are duPIicates of papers defined
In item 208-04.1, used by conponent elements of a procurenent
office for adm nistrative purposes.

Disposition: Destroy upon termnmination or conpletion (GRS 3,
ltem 3(c) (reference (p)).

208-05 Files of reports on supply requirenments and
procurenent matters submtted for supply managenent purposes.
Case files (or other files of a general nature), exclusive of DoD
reports reflecting ﬁrocurenent under exenptions authorized by
Section 201(a) of the Federal Property and Admnistrative
Services Act of 1949 (40 u.s.c. 481) (GRS 3 (reference (p)).
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1. Copies received fromother units for internal purposes
or for transmssion to staff agencies.

Di sposition: Destroy after 2 years (GRS 3, ltem 4(a)
(reference (p)).

2. Copies in other reporting units, and related work
papers.

Disposition: Destroy after 1 year (GRS 3, |tem 4(b)
(reference (p)).

208-06 Bid Fil es.
1. Successful bids.

Disposition: Destroy in accordance with item 208-04
(GRS 3, Item 5(a) (reference (p)).

2. Unsuccessful bids.

Disposition: Destroy in accordance with item 208-04
(GRS 3, Item 5(b) (reference (p)).

3. Lists or cards of acceptable bidders.

Disposition: Destroy when new |ist or card is nade
(GRS 3, Item 5(d) (reference (p)).

208- 07 Records on requisitioning on the Public Printer, and
al | supporting papers.

1. Printing procurenent unit copy of requisitions,
| nvoi ces, specifications, and rel ated papers.

Disposition: Destroy 3 years after conpletion or
cancel lation of requisition (GRs 3, Item (b)(a) (reference (p)).

2. Accounting copy of requisitions.

Disposition: Destroy 3 years after period covered by
rel ated account (Grs 3, Item 4(b) (reference (p)).

- 208-08 Requisitions for nonpersonal services, such as
duplicating, binding, and other services (excluding records
associ ated with accountabl e officer’s accounts)

Disposition: Destroy after 1 year (GRS 3, Item7)

(reference (p)).
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_ 208-09 Requisitions for supplies and equi pnent from current
| nventory.

1. Stockroom copy.

Disposition: Destroy 2 years after conpletion or
cancel l ation of requisition (¢Rs 3, Item 8 (a) (reference (p) )

2. Al other copies.

Disposition: Destroy after 6 nmonths (GRS 3, Item 8 (b)
(reference (p) ) .

208-10 I nventory Files.

1. Inventory lists.

Disposition: Destroy 2 years fromdate of |ist (Grs 3,
ltem 9 (ai (reference (p) ) .

2. Inventory cards.

Disposition: Destroy 2 years after discontinuance of item
or 2 years after stock balance is transferred to new card or
recorded under a new classification of inventory records, or 2
years after equipnment -is renoved from agency control (GrRs 3, ltem
9 (b) (reference (p? ) .

3. Report of survey files and other papers used as
evi dence for adjustnent of inventory records, not otherw se
covered in the General Records Schedul es.

Disvosition: Destroy 2 years after period covered by
rel ated account (Grs 3, I[tem9 (c) (reference (p) ) .

208-11 Tel ephone statenents and toll slips.

* Di sposi ti on: Destroy 3 years after period covered by
rel ated account (6rs 3, Item 10) (reference (p) ) .

208-12 Contractors’ payrolls (Construction contracts )
submtted I n accordance with Departnent of Labor regulations,
wth related certifications, anti kickback affidavits, and other
rel ated papers.

Di sposition: Destroy 3 years after period covered by
rel ated account unless contract performance is subject of
enforcement action on such date ( GRS 3, |tem11) (reference (p) ) .

200- 48



Al 15, Encl. 4

208-13 Tax exenption certificates and related papers.

Disposition: Destroy 3 years after period covered by
rel ated account (GRS 3, Item-12) (reference (p) ) .

208-14 Disposal of Surplus Property

1. Case files on sales of surplus personal property and
real property conprising invitations, bids, acceptances, lists of
material, evidence of sales and related papers involving
transactions and ot her papers which docunent the initiation and
devel opment of transactions that deviate from established
precedents with respect to major disposal prograns.

Disposition: a. Retire record copies including related
material 3 years after file cutoff for permanent preservation.
b. Destroy duplicate and nonrecord material when file is cut
off. ¢c. Case files not covered by la. apply dispositions
schedul e of 208-14. 3.

2. Case files on disposal of surplus real and related
personal property (as described in 1).

Disposition: a. Retire record copies including related
material 3 years after file cutoff for permanent preservation.

mf Destroy duplicate and nonrecord nmaterial when file is cut
off .

3. Case files on sales of surplus personal property,
conprising invitations, bids, acceptances, lists of
materials, evidence of sales, and related correspondence (other
than those covered in 1 and 2).

a. Transactions of nore than $25, 000.

~ Disposition: Destroy 6 years after final paynent. (Place
In inactive file on final paynent and retire to the wNRC 2 years
thereafter) (GRS 4, Item 3(a) (reference (p)).

bh. Transactions of |ess than $25, 000.

- 'Disposition: Destroy 3 years after final payment. (O ose
file at the end of each fiscal year, retain 3 years, and dispose
of, except that files on which actions are pending wll be
brought to the next fiscal year’s files disposal therewth)

(GRS 4, Item 3(b) (reference (p)).
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208-15 Inventories of Supplies and Equipnent
1. Stockroom copy of inventory lists.

Disposition: Destroy 2 years fromdate of list (GRS 3,
ltem 9(a) (reference (p)).

2. Stockroominventory cards.

Destroy 2 years after discontinuance of item
or 2 years after stock balance is transferred to new card or
recorded under a new classification, or 2 years after equipnment
s renmoved from agency control (GRS 3, Item 9(b) (reference (p)).

3. Card file of office equipnent.

Disposition: Destroy individual itemcards 2 years after
equi pnent is transferred fromthe OSD.

208-16 Building and Equi prent Service Files. Requests for

bui | di ng and equi pnent nai ntenance services, excluding fiscal
copi es. -

Disposition: Destroy 3 nonths after work is performed or
requisition canceled (GRS 11, Item5) (ref erence (p) ) .

209 Classified rnformation Accounting _and Control Records
Records accumul ating from neasures taken by agencies to
protect classified Information from unauthorized disclosure in
accordance with the EO 12356 (reference (q) , other Executive

Orders or statutory or regulatory requirenents, and DoD
Regul ation 5200. 1-R (reference (h) ) .

209-01 Correspondence files on the admnistration of *
security classifications, control, and account ing for classified
docunents not covered el sewhere in this schedul e.

Disposition: Destroy when 2 years old (GRS 18, [tem1)
(reference (p) ) .

209-02 C assified docunent receipts, on the receipt and
| ssue of classified docunents.

Disposition: Destroy when 2 years old (GrRs 18, Item 2)
(reference (p) ) .

209-03 C assified docunment destruction certificates on
the destruction of classified docunents.

Disposition: Destroy when 2 years old (GRS 18, Item3 )
(reference (p)) .
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209-04 C assified document inventory files, consisting of
forms. ledaers. Or registers used to show identity, internal
routing, and final disposition nmade of classified-docunents, but
exclusive of classified docunment receipts and destruction
certificates and docunents on Top Secret material covered
el sewhere in this schedule.

Disposition: Destroy when 2 years old (GRS 18, Item 4)
(reference (p)).

209-05 Top Secret Docunent Accounting and Control Files

1. .Registers maintained at control points to indicate
accountability over Top Secret documents, reflecting the receipt,
di spatch, or destruction of the docunents.

Disvosition: Destroy 5 years after docunents shown on forns
are downgraded, transferred, or destroyed (GRS 18, Item 5(a)
(reference (p)).-

2. Forms acconpanyi ng documents to ensure continuing
control, show ng nanes of persons handling the docunents,
Intra-office routing, and conparabl e data.

Disposition: Destroy when related docunments are downgraded,
transferred, or destroyed (GRS 18, Item 5(b) (reference (p)).

209- 06 Access request files consisting of requests and

authorizations for individuals to have access to classified
files.

Disposition: Destroy 2 years after authorization expires.
(GRS 18, Item 6) (reference (p)).

209-07 Cassified docunent container security files
consisting of fornms or lists used to record safe and padl ock
conbi nations, and conparable data used to control access into
classified docunent containers.

Disposition: Destroy when superseded by a new form or

list,
or upon turn-in of containers (GRS 18, Item 7) (reference (p))

209-08 Security Violations Files These are case files
relating to violations of Executive Oders, l[aws, or agency
regul atrons for the safe?uardlng of national security
Information, exclusive of docunents Placed In official personnel
folders. Not to be confused wth Defense |nvestigative Program
Records (see 210-0i1.la-c).
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Disposition: a. Files relating to alleged violations of a
sufficiently serious nature that they are referred to the
Department of Justice or Defense for prosecutive determnation,
exclusive of files held by DoJ or Defense offices responsible for
maki ng such determ nations: Destroy 5 years after close of case.
b. | other files, exclusive of docunents placed in official
personnel folders: Destroy 2-years after conpletion of final
action or when no |onger needed, whichever iIs sooner (GRS 18,
ltem 24) (reference (p)).

210 Defense lnvestigative Proagram Records (Nci-330-76-1) The
Def ense Investigative Program includes those investigative and
related counter-intelligence activities undertaken to safeguard
DoD i nfornmation, personnel, functions, and installations. ~This
request for authority to dispose of records is applicable to all
DoD compenents that engage in, or maintain Investigative records
of Defense iInvestigative Program activities.

210-01 Defense Investigative Case Files. Includes personnel
security data on nenbers of the Armed Forces, DoD civilian
enpl oyees, and contractor enployees under the Defense Industrial
Security Program data on activities threatening the security or
| nvol ving the disruption or subversion of DoD mlitary and
civilian personnel, functions, activities, installations,
i nformation, communications, equipnment and supplies; data on
I nvestigative activities wwthin the United States, the District
of Col unbia, the Commonweal th of Puerto Rico, and United States
Territories and possessions.

_ 1. Files Relating to DoD Gvilians and/or MIlitary Menbers.
D|s?o??ble. Retention periods for investigative records shall be
as follows:

a. Routine Investigations. Personnel security

I nvestigations of a favorable nature and other investigations of
a mnor nature.

Disposition: Destroy 15 years after conpletion date of the
| ast jnvestiaative action for that file. Personnel security
files on persons who are considered for affiliation wth the DoD
wll be destroyed after 1 year if the affiliation is not
conpl et ed.

~ b Significant Incidents of Adverse Actions. Personnel
security investigations resulting in an adverse personnel action

or court-martial, or other investigation required for long term
adm nistrative or |egal use.

- Disposition: Destroy 25 years after the date of the |ast
action. Those files determned to be of possible historical

val ue and those of w despread public or congressional interest
may be retired to the National Archives after 15 years.
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c. Mijor Investigations. Investigations of

espi onage and sabotage, or other nmjor investigations of a
counterintelligence and a security nature.

.DLSEQSLIiiuL Permanent. Transfer to the National Archives
wthin 25 years after the date of the |ast action.

2. Files On non-bDoD Affiliated U S. Citizen and
Organi zat | ons.

a. Activities or events posing one of the follow ng

types of continuing threats to DoD mlitary and civilian

ersonnel and Defense activities and installations: Denonstrated
ostility -- activities in which “an actual exanple of violent or
crimnal hostility has been carried out “within the previous
year; threatened hostility - activities that during the previous
year have explicitly threatened DoD installations providing a
significant potential source of harm or disruption of the

instal lation of its function; dissidence activities - activities
during the PreV|ous year that have involved actively encouraging
violation of the law disobedience of |awful order or regulation,
or disruption of mlitary activities.

_ () Information that falls in the above categories that
Is originated by, and received or acquired from agencies outside
the Departnent of Defense.

~Disposition: Destroy not later than 1 year after
acqui sition unless validated for retention for another year when -
It 1s determned during the annual verification review by the

Secretaries of the MIitary Departnents that a continued threat
exi sts.

(2) Files or other docunents created within the DoD
that contain significant analytical comments, value *udgnﬁnts,_or
recomrendations on information received or acquired from agencies

out si de the Departnment of Defense.

Disposition: Retained for a period not in excess of 1
year after acquisition, unless validated on an annual basis for
continued retention. \Wen DoD-originated information is not
val idated for continued retention, these files wll be
transferred to the National Archives for a determnation of their
historical val ue.

b. Activities or events not posing a continuing
threat. Information originated by, and received or acquired
from agencies outside the Department of Defense during the
course or routine investigative or liaison activity which after
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receipt is subsequently determned to fall outside the area of
Interest of the DoD personnel, property or functions and no DoD
file is created or DoD information generated.

Disposition: Destroy immediately after an evaluation
determnes a threat does not exist or-not later than 90 days
fol |l om ng acquisition.

c. Special Investigation and OQperations. Files or other
docunent ation originated DK.DOD Conponents pertaining to those
activities of non-pDoD affiliated organizations and individuals
that potentially or actually threatened DoD functions, property
or personnel, and files or other docunentation on Defense
| nvestigative Review Council (DI RC)-approved neasures to quell Or
counter these activities.

_ _ngégsizigg: Permanent. Transfer to the National Archives
wthin 25 years after the date of the |ast action.

d. Organizations and Individuals Servicing the DoD
Instal lations. Investigative informati on on organi zati ons and
| ndi vidual s providing comnmercial services, engaged in contracts,
or otherw se engaged in business enterprises on DoD
I nstallations.

_ Disposition: Destroy 1 year after the service is
di scontinued unless the contract is in dispute, in which event
the file will be destroyed 1 year after final paynent of the
ot her settlenment of the obligation.

o e. Requests for DoD personnel to attend or
officiate at meetings, cerenonies, etc. , as representatives of -
the DoD. Information-on the organization and individual maki ng
t he request, the nature of the event, and any other details
describing the occasion.

Disposition: Destroy not later than 1 year after the event.
_ f.  One-tinme requests for admttance to
I nstallations (speakers, bands, drill teans, tours, etc.)

| nformati on concerning the organization and individual réquesting
admttance to the installation.

Disposition: Destroy not later than 1 year after the event.

_ 9 Inquiries from nenbers of the public to the DoD for
I nformation on DoD functions or units, unit insignia, signatures
or photos of senior conmanders, etc. |nformation concerning the
collectors of such itens.

- Disposition: Destroy after 1 year or when no |onger
determ ned pertinent by annual review.
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h. Unsubstantiated reports to the DoD Conponents from
nenbers of the public alleging inmnent invasions, plots. and
simlar events of a delusional nature, and assorted " crank"
letters. Information concerning the organization/individual
providing such details.

Disposition: - Destroy after 1 year or when no | onger
determ ned pertinent by annual review.

S . Information collected on non-DoD affiliated
civilians incident to the personnel security investigation of an

affiliated nenmber.

Disposition: Destroy after-l year or” when no |onger
deternmned pertinent by an annual review.

210-02 Civil Disturbance Piles. (Nc1-330-76-1) The
Attorney General is the chief civilian officer in charge of
coordinating all Federal Governnent activities relating to civil
di sturbances.  Upon specific prior authorization of the Secretary
of Defense or designee, Inf ormat ion may be acquired that is
essential to neet operational requirenments stemmng fromthe
m ssion assigned to the Departnment of Defense to assist civil
authorities 1n dealing wwth civil disturbances. Sych
authorizations wll only be granted when }here is a distinct
threat of civil disturbance exceeding the |aw enforcenent
capabilities of State and |ocal authorities. |nfornation
collected in these circunstances wll be disposed of as foll ows:

1. Open source listing of Federal, State, and |ocal o
officials who have official responsibilities on control of civil
di sturbances obtained before to commtnent of Federal troops and
routinely maintained for planning purposes.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

2. Qpen source physical data on vital public or private
installations, facilities, highways, and utilities, which may be
necessary to carny out mssions ass igned, are obtained before to
comm t ment of Federal troops and routinely nmjntai ned for
pl anni ng pur poses.

Disposition: Destroy when superseded obsolete, or no | onger
needed.

3. Data that pertains to early warnings of incidents.

otential threats, and situation estimates that are obtainéd from
ederal, State, or local investigative or law enforcement
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agencies (that is duplicative of files maintained by the
originating agency) before conmtnment of Federal troops and
subjected to evaluation to determne pertinency wth no DoD file
being created or no DoD information generated.

~Disposition: Destroy 60 days after termnation of the
specific situation of incident.

4, Data collected or devel oped by the DoD Conponents during
a period when field acquisition, reporting, or processing
activities have been specifically authorized by the Secretary of
Defense.  This data includes unconfirmed, fragnentary, routine,
or tEaPS|tory material not included as background data in item
5., Dbelow.

Disposition: Destroy within 60 days after the term nation
of the «civil disturbance.

5. Docunents prepared by Mlitary Departnent staffs,
agency headquarters, or task force elenents that are responsible
for directing the activities of field units that are engaged in
quelling a civil disturbance, including background data,
after-action reports and historical summaries. Such after-action
reports and historical sumaries wll avoid to the greatest
extent possible references to non-affiliated persons and
or gani zat i ons.

- Disposition: Permanent. Transfer to the National Archives
within 25 years after the situation or event term nates.

211 Nonappropriated Funds (NC1-330-77-4). Financial records on
t he operation of nonappropriated fund activities. Refer to
204-06 concerning the Concession Operations Files. For DoD
Nonappropriated Fund Enpl oyee Personnel Records see 217.

211-01 Col |l ection Records.

1. Cash collection receipts.

Disposition: Destroy after 3 years.

2. Receipt books and duplicate receipts.
Disposition: Destroy after 2 years.

| 3. Accounts control cards. These reflect concession
| ncones.

‘Disposition: Destroy 1 year after contract termnated
provi ded account is cleared.
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211-02 Di sbursenents

1. Checks, separate accounts payable vouchers wth
supporting purchase orders, receiving report invoices, petty cash
vouchers, etc.

Di sposition: Destroy when 4 years old.

‘2. Checks in paynent of proceeds of |oans or other
recei vabl es.

Disposition: Destroy when |loans or receivables are closed.
211-03 concessichaires
_ 1. Case files containing approved applications, agreenments,
financial statements, certificates of insurance, data on
equi pment, etc.

Disposition: Destroy 4 years after termination or
cancel lation of the agreenent.

2. Letters of complaint, notices of nonconpliance with the
agreenent, reports of contract violations, etc.

Disposition: Destroy 1 year after termnation or
cancel lation of the agreenent.

211-04 Ceneral Accounting Ledgers. Ledgers show ng debit
and credit entries and reflecting expenditures in sunmmary.

Disposition: Destroy 10 years after the close of the fiscal
year | nvol ved.

212 O fice of the secretary of Defense

1. Records of the OSD, the Deputy Secretary of Defense, the
Under Secretaries of Defense, and the Assistant Secretaries of
Def ense that:

_ a. Issue policy, prescribe procedures or effect
organi zati onal structures;

_ b. Provide executive direction or docunent major
functions;

~C. Pertain to relations with the Wite House,
Executive Office of the President, Congress or the public;
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d. Pertain to foreign affairs;
e. Prescribe budget policy;

o f. Pertain to litigations and formal |egal
opi ni ons;

o« Pertain to major programs and plans.

Disposition: Permanent. Cut off annually and retire to the
WNRC . Transfer to the National Archives when 30 years old. The
OSD wi || reconsider periodically whether or not the offer date
can be | owered.

2. Records of the immediate Ofice of the Secretary of
Def ense, Deputy secretary of Defense, Under Secretaries of
Def ense, and Assi stant Secretaries of Defense of a routi ne,
nonpollcy nature with no permanent value or historical
si gni ficance.

Disposition;: Cut off annually and retire to the WwNRC.
Destroy when 7 years ol d.

3. Fﬂles of personnel evaluated for non-career enpl oynent
| N the DoD. Pend|ng approval . These files consist of referral
letters, resunes FS 171, p03|t|on descriptions, Wite House
clearance letters, OPM certifications, and other correspondence
relating to the sel ection and appointment of politi cal
appoi ntees. They contained information protected under the
Privacy Act of 1974 (parsp 03) and are not to be confused wth
the vetting files maintained by the DoD General Counsel under
file series 406.

Disposition. Destroy at the end of the presidential
adm ni stration during which the individual is hired, or when no
| onger needed, whichever is sooner, except that in lieu of
destruction, certain ertinent document s may be offered to OSD
Per sonnel & Security inclusion in the individual’'s Oficial
Personnel Fol der.

213 Directives Division Files

Directives Division files consisting of DoD Directives, DoD
I nstructions, DoD publications, and amendnents thereto, and other
policy i ssuances under the DoD Directive System and supporting
docunentation, such as coordination and reference docunents.

Disposition: Permanent. Retire to the wNRC when superseded
or mcrofiche. Transfer to the National Archives when 30 years
old. The OSD will reconsider periodically whether or not the
of fer date can be | owered.
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214 ‘Information Qperations and Reports Files

214-01 Conbat and Non-conmbat Casualty Nci-330-78-8. File
(NB) 111) . An ADP file listing the nunber of U S mlitary
casual ties, conbat, nonconbat, mssing, captured, or dead.

Disposition: a. ADP File. Permanent. Prepare the full
data fiTe as of Septenber 30 of each year and transfer to the
Nat i onal Archives on magnetic tape wthin 45 days (Novenber 15)
al ong with adequate docunentation to read and understand the file
and a properly conpleted NA Form 14097, » Technical Description
For Transter of Electronic Records to the National Archives » (to
be conpleted by Directorate for Information Operations and
Reports (DIor) , WHS) .~ b.  Hard ecopy of reports.  Permanent.
Retire to the wnrc when no longer required for reference.

214- 02 Defense Contract Action Data System (DCADS ) .
(Nc1~330-78-12 ) ADP file containing data on prime contract

actions reported on DD Fornms 350 over ¢10 000 f FY 1966 th h
FY 1982, and actions over $25,000 for fubgequentorﬂscm yearsr.oug
Summary data on actions of $25,000 or |ess reported on DD Forns
1057 from FY 1984 on are included.

1.  Magnetic tape naster.

Disposition: - Per manent. Transfer to the National Archives
when no | onger required.

2. Hard copy output.

Disposition: Finished reports are permanent. Transfer to
NARA when no longer required for reference. (xher output may be
destroyed when no | onger needed for reference.

214-03 Source Data for Defense Contract Action Data System
(DCADS) .  (NC1-330-81-2)

1. DD Form 2139 contains essential data on prine
contracts awarded by the DoD over $25, 000. It lists contract of
subcontractor, place of performance and purpose of contract.

Disposition: Convert DD Form 2139 to mcrofiche and:
a. Destroy hard copy after ascertaining that the reproduced
copies have been nmade in accordance with GSA regulations and are
adequate substitutes for the paper records. b. Destroy the
m crofiche when 6 years ol d.
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214- 04 Fornms Managenment Control Files.

. 1. Record copy of each formcreated wth rel ated
I nstructions and docunentation show ng inception, scope, and
purpose of the form

. Dispvosition: Destroy 5 -years after related formis
di scontinued, superseded, or cancel led ( GRS 16, Item 3 )
(reference (p) ) .

‘2. Background materials, requisitions, specifications,
processing data, and control records.

Disposition: Destroy when related formis discontinued,
super seded, or cancel ed.

2:14-05 Reports Control File-s-.

. Case files maintained for each report created or “proposed,
i ncluding public use reports. |ncluded are clearance forns,

I ncluding SF 83; copies of pertinent forms or descriptions of
format; copies of authorizing directives; preparation

I nstructions; and docunments relating to the eval uation,
continuation, revision, and discontinuance of reporting

requi renents.

y 2 years after the report is
m 6) (reference (p)) .

di sconti nued (GRS 16,

Disposition: Dest
I

21 (Reser ved)

————

216 Federal voting

1. Docunents prescribing the DoD policy in support of
voting and establishing procedures.

Disposition: Permanent. Retire to the WNRC when
superseded or obsol ete.

2. Pronotional material, posters, newscasts, press
rel eases.

L Disposition: Permanent. Retire to the wNRC when 3 years
ol d.

3. Evaluation or procedures. Participation support reports
fromMIitary Departnents. P PP P

Disposition: Permanent. Retire to the wNRc when 3 years

ol d.
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17 DEEENSE PROTECTI VE SERVI CE d

These are files that docunent police operations at Defense
Protective Service off ices. These are operational files and
their use does not prevent the use of any other admnistrative,
| ogi stical, fiscal, or personnel file authorized el sewhere in
this instruction (N1-330-88-2).

217-01 Staff Inspection Records. Records of staff, general,
spot, special inspections, and guard contracts.

Disposition: Cut off annually, destroy after 2 years.

| 217-02 Li ne Inspection Records. Line and quarterly line
| nspections and- conpl eted checklists.

Disposition: Cut off annually, destroy after 1 year.

217-03 Field Ofice Inspections. Documents repared by the
staff i1nspector from surveys, inspections, or evaluations of DPS
operations to pronote coordination, detect problens, ensure
conpliance wth operating procedures, policies, schedules, and
orders. Included are the staff inspector’s reports, area
commanders’ replies, and related reports. |nspection reports on
contracts are excluded fromthis file.

Disposition: Cut off after conpletion of inspection;
destroy after 2 years.

| 217-04 Safety Agreenent Files. Docunments on accident and
fire prevention, disaster control, or civil defense. |ncluded
are proposals, coordination actions, copies of agreenents, and
rel ated records.

Disposition: Cut off when superseded or term nated; destroy
after 2 years.

_ 217-05 Safety Meetings Files. Docunents on accident and
fire prevention neetings, protection neetings, or conparable

group neetings.

Disposition: Cut off annually, destroy after 1 year.

217-06 Safety, Cccupational Health, and Fire Prevention
council files. Docunents reflecting deliberations and
activities of field office councils on safety, occupational
health, and fire prevention. |ncluded are listings of menbers,
agenda, mnutes, copies of program docunents of schedul es and
related records.
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Disposition: Cut off annually, destroy after 2 years.

217-07 Fire Report Files. Docunents concerning fires on
DoD- owned or | eased prem ses, or other property for which the
Depart ment of Defense is accountabl e. ncluded are fire reports,
| nvestigative reports, ad hoc commttee investigations of serious
fires, and rel ated records.

Disposition: Cut off annually, destroy after 3 years.

217-08 Accident and Fire Prevention pronotion files.
Docunents resulting fromefforts to stinulate supervisory and
empl oyee interest in accident and fire prevention. Included are
charts, and other materials used in publicizing safety
achi evenents and special events.

-

Disposition: cut off annually, destroy after 2 years.

217-09 Disaster and Gvil Defense Status Report Files.
Reports and records show ng the self-protection, shelter,
stocking, radiological training, and preparedness of
gover nment bui | di ngs agai nst eneny attack, natural disaster, and
ot her energenci es.

‘Disposition: Cut off annually, destroy after 5 years.

217-10 Security Log Files. Logs kept when recorder tapes
are changed, when used to record radio transm ssions; records
recordi ng openi ng-and cl osing of secured cabinets and safes; |og
books contail ning alarm system codes for various buildings; and
tapes maintained to provide a record of alarns and authorized
entry into buildings after duty hours.

Disposition: a. Reeording tape | ogs of radio
transmssions: Cut off after 30 days, extract information needed
for further reference, re-record, and destroy when no | onger
needed. b. A1l other logs: Cut off annually, destroy after 2
years.

~217-11 Physical Security surveys. Docunments on the
physi cal security hazards or deficiencies and recommendations for
renedi al action. Included are: survey reports, facility and

occupant data, threats, and findings and recomendati ons.
Disposition: Destroy when superseded or obsol ete.
>17-12 Federal Radio Frequency Managenent Program
Docunents on the policies, rules, and regulations governing the

?!}ocation of radio frequencies. These consist of the follow ng
Il es:

1.  Frequency Assignnent Subconmttee (Fas). Included
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are applications for frequency assignnents, nodifications,
corrections, and the 5-year review, regional requests for action;
regi onal frequency authorizations; governnent master file; and
adm ni strative agenda and m nutes.

2. Interdepartment Radio Advisory Committee. |ncluded
are National Telecommunications and I nformation Adm nistration
Manual and the weekly agenda and sunmary of m nutes.

Disposition: Destroy when superseded or obsol ete.

217-13 Tel ecommuni cations Program  These records consist of
t he follawing fil es:

- — -

_ 1. Control Center. Documents on the design, _
Instal lation, and maintenance of telecomunications equi pnment
used in the zone, district, and regional control center.

2. National Crine and Information Center (NCIC).
Docunents such as the NCIC Operating Manual, Code Manual, Update,

and Newsletter; control termnal officer assignments; and
originating agency identifier applications.

3. National Law Enforcenent Tel ecommunications Systens
(NLETS) . Docunents such as the NLETS Operating Manual, Code
Manual , Update, and Newsletter.

Disposition: Destroy when superseded of obsol ete.

217-14 occupant Letters Files. Letters from occupants of
DoD or leased space that has a DPS protection and safety

response. They contain correspondence on safety systems, crine,
protection, parking, and related records.

Disposition: Cut off annually, destroy after 1 year.
217-15 Firearm and Badge Record Files. Card files of

empl oyees Issued firearns and badges. This file is organized by
enpl oyee nane and serial nunmber of equipment.

Disposition: Name: Destroy when enpl oyee | eaves position

and equipment Is turned in. Serial Number: "Update card as
equi pment is reassigned.

217-16 Assignnent Record Files. Docunents reflecting tour
of duty schedule, days off. and _post assianments for POS and
contract guards. Records include fOrns recording hours of duty
schedul e and rel ated docunents.
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Disposition;: Cut off annually, destroy after 3 years.

217-17 Special Qperating Procedures Files. Staff and
supervisory Defense Protective Service Oficers may issue their
rul es and regulations to Defense Protective Oficers (DPOs) for
gui dance during the performance of individual duties.

Disposition: Destroy when superseded or obsol ete.

217-18 Fl ag Records. Docunents on regul ations,
roclamations and notices to fly the flag at half staff.
ncl uded are requests on the notification list, proclamations,
and rel ated records.

Disposition: Cut off annually, destroy after 1 year.

217-19 Record of Tinme of Arrival and Departure. Docunents
reflecting entry and exit from buildings (during security hours)
files. Register used to record the tine of arrival, departure,
destination of personnel packages, visitors and vehicles entering
or leaving premses. |Included are forns recording tines of
arrivals and departures; these forns are al so used by supervisory
DPos when conducting inspection. Forms used by contract guards
should be filed under 217-26, Contract Cuard Reécords.

Disposition: Cut off annually, destroy after 4 years.

217-20 Lost and Found Property Files. Docunments on the
reporting, receiving, accounting for and disposing of |ost and
found property.

Disposition: For found property, destroy cards and tags .
when property is restored to its ower. All other records: Cut
off annually, destroy after 3 years.

217-21 Physical Evidence Files. Docunents on the
presentation and accountability of physical evidence.

_ ‘Disposition: Cut off when property is returned to owner or
di sposed of, destroy after 2 years.

0 217-22 Evidence Log Files. Log books or registers of
physi cal evidence obtained during the investigation of crines.

Disposition: Cut off when all property has been returned to
owner or otherw se disposed of, then destroy after 2 years.

217-23 Report of Excess Personal Property Files. |ncluded
are fornms used when accounting for the disposal of |ost,
abandoned, unclained, or excess Government or personal property.

Disposition: Cut off annually, destroy after 3 years.
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217-24 ppo Equi prent Record Files. Docunments on each DPO
for equipnment and unifornms issued. |Included are neasurenents,
property receipts, and related records.

Disposition: Cut off when enployee returns equipnent,
destroy after 6 nonths.

217-25 Defense Protective Oficer Log Files. |ncluded are:

1. Security Logs, which are records of notices to
agencies on a security or energy violation found by DPS; e.g. ,
open safes, open security areas.

2. “Report Logs,. or |og books on the nunber assigned to
reports witten by DPS units.

3. Ticket Logs, or |og books of traffic tickets issued.

_ 4. Ticket Log on thefts, or |log books on stop-theft tickets
| ssued.

5. Mbile Reports, or forns used by DPS npohile units as
checklists show ng the tinmes that g faciYity was checked.

6. Code 44, or records on transport of prisoners, bank
escorts, etc.

/. Act ivity Logs, or logs documenting daily activities at
guard posts.

. .8 Building logs, or monthly logs of daily activities
Wi thin buildings; included are copies of activity log forns.

Disposition: cut off annually, destroy after 2 years.

217-26 Contract Guard Record Files. Records dealina.with
al | aspects of DPS. Included is information on guards, firearms,
qualifications training certification, sign- and -out sheet s,
techni cal manager and nonitor inspections and related records.

Disposition: Cut off at expiration of contract, hold 1 year
and retire to the WNRc; destroy when 6 years and 3 nonths ol d.

217-27 Special Protection Measures Files. cunment s
accunul at ed covering physical security neasures planned and taken

%o p{ptect Very Inportant Persons (VIPs) visiting DOD controlled
acl lities.

Disposition: Cut off annually, destroy after 2 years.
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217-28 Crime Prevention Assessnent Files. Docunents
accunul ated from conducti on assessnents and i nspections to
eval uat e physical protection services, facilities, equipnent, and
activities. Included are checklists, assessnent forns and
recommendations, reports, corrective and followup actions, and
rel ated records.

Disposition: Destroy when superseded or obsol ete.

217-29 Crime Prevention Program Files.  Correspondence forns
fromthe Crinme Prevention Unit. Included are questionnaires,
bul letins, notices, and related records.

Di sposition: Destroy when obsolete or no | onger needed for
“reference.

2' 17- 30 Law Enfortement Agreement Files. Copies of
Agreenents and related records on the relationships between,
responsibilities of, and actions to be taken by protection
of ficers, groups, and |aw enforcenent officials.

~Disposition: Cut off when agreement expires or is
termnated, destroy after 2 years.

217-31 Reinbursable Wrk Authorization Files. Records
i ncl uded GSA Form 2957, "Reimbursable Wr Kk Authorization", from

agencies to request that GSA performwork on a reinbursabl e
basis. This formauthorizes the work, controls the anmount of

work perfornmed, and the dollar value. Included are backup
estimates and requests for changes, bills, purchase orders,

travel docunents, and related records.

Disposition: Cut off annually or on conpletion of work;
destroy after 1 year.

217-32 Staff Hours ‘Distribution Files. Records of staff
hours spent by craft enployees on any activity or assignnent.
I ncluded are daily time reports, tinme sheets, tinme sunmaries, and
rel ated records.

Disposition: Cut off annually, destroy after 1 year.
217-33 Training Record Files.

1. Docunents on the continuing program of providing
training for unifornmed and other DPS personnel in the field
| ncl udi ng programmed training, sight and sound packages, and
I nstructions by supervisory officers. |ncluded are course
curriculunms, qualification records, schedules, rosters, training
bulletins, and related records.

Disposition: Destroy 5 years after conpletion of specific
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training program

2. Training Adm nistrative Data Base. This file consists
of information derived fromhard copy records authorized for.
destruction by NARA—apProved SF 115s covered el sewhere in this
section and is used solely for admnistrative purposes.

Di sposition: Delete when no |onger needed (GRS 23, Item 3)
(reference (p)).

217-34 Fp8 Acadeny Records. Docunents on training of
students at FPS Acadeny. Included are curriculunms, schedules,
rosters testing records, attendance records, firearmtraining and
certification, and training aids. °

Disposition: Cut off annually, destroy after 5 years.

- 217-35 Firearns Files. Docunents on firearns and
firing ranges.

Disposition: Cut off annually, destroy after 2 years.

217-36 Incident Reporting and Investigative Case Files.
(N1-330-92-7)

1. Reports related to specific Incidents concerning
facility problens, proPerty damage, fire drills, and simlar
matters as well as prelimnary and other reports of crimnal
| nvestigations maintained fromthe opening of a case until case -
closure. My include information on sources and evidence,
Information on non-crimnal matters (such as internal affairs
I nvestigations, incidents where investigators and police officers
are requested to assist the public in enmergencies, etc.) , and
information collected on the followng Secretary of Defense (SD)
forms (or their successors): SD 541 Conplaint Record; SD 545
| nci dent Report; SD 545-1 Interview Sheet; SD 542 Accident
Report; SD 550 Arrest Report; SD 547 Defendant/Suspect Statenent;
and all narrative information related to cases under
| nvestigation.

_ Disposition: a. Non-crimnal activity reports. Place in
Inactive file upon case closure. Reviewfiles at |east once a
year and destroy all files closed for at |east one year. b.
Crimnal activity reports. Cut off when case is closed and place
In inactive file area for three years. Retire to the WNRC three
years after cutoff; destroy 15 years after cut off.

2. Information on current and former applicants for the
position of DPS officers.
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Disposition: Destroy when 2 years old (GRS 1, Item 15)
(reference (p)).

3. Contingency planning and analysis files pertaining to
regional, nationw de, and worldw de terrorist organizations and
their potential effects on the security of DoD facilities. These
files contain intelligence briefs; tactical, operational and
strategical information reports; regional and nationw de .
contingency anal yses; contingency action plans; and information
on patterns and trends of potential or actual terrorists or
terrorist groups and other activities that could disrupt the
orderly operations of DoD-owned or -controlled facilities over
whi ch DPS has jurisdiction.

Disposition: Destroy when superseded, obsolete, or no
| onger . needed. X -
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